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Trademark notice 

Because a major purpose of this book is to describe and 
comment on various hardware and software products, many such 
products are identified by their tradenames. In most — if not all — 
cases, these designations are claimed as legally protected trade- 
marks by the companies that make the products. It is not our intent 
to use any of these names generically, and the reader is cautioned 
to investigate a claimed trademark before using it for any purpose 
except to refer to the product to which it is attached. 

In particular: Apple and Macintosh are registered trademarks of 
Apple Computer, Inc. The Macintosh Bibie is a trademark of 
Goldstein fie Blair, which is not affiliated with Apple Computer, Inc. 



Disclaimer 

We've got to make a disclaimer that common sense requires: 
Although we've tried to check all the tips, tricks and shortcuts 
described in this book to make sure they work as described, we 
can't guarantee that they do. Don't tiy anything except on a backup 
file. Satisfy yourself that the technique you're trying works before 
using it on your valuabie files. 

We can't be — and aren't — responsible for any damage or loss to 
your data or your equipment that results directly or indirectly from 
your use of this book. We make no warranty, express or implied, 
about thecontents of this book. Its merchantability or its fitness for 
any particular purpose. The exclusion of implied warranties is not 
permitted by some states. The above exclusion may not apply to 
you. This warranty provides you specific legal rights. There may be 
other rights that you may have which vary from state to state. 
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Preface (An) 

Most computer books are out-of-date a few months after they're 
published. But not this one. To keep the information in it current, 
we include free quarterly updates in the price of the book. To get 
them, all you have to do is send us your name and address (it's 
easiest if you use the card in the back of the book, just inside the 
back cover). 

The Macintosh Bible contains thousands of basic and advanced 
tips, tricks, shortcuts and product evaluations that help you get the 
most from your Mac. The information is logically organized and 
fully indexed, so it's easy to find what you're looking for. 

This third edition has been completely revised and updated, and 
contains many hundreds of pages of new material, in fact, you'd 
have to look long and hard to find a book being published for the 
first time that has more completely new material in it than there is 
in this new edition. 

The Macintosh Bible is a reference book and isn't meant to be 
read from beginning to end — although we keep getting letters from 
readers that say, "once you start reading it, you can't put it down," 
"as good as curling up with a good novel" and "I've read it from 
cover to cover — twice!" 

Naturally, we'll be delighted if you have the same reaction; if not, 
use the table of contents and the index to dip into the book 
wherever you want. But first read the Introduction (pp. 13-15) and 
the section called How to use this book (pp. 16-1 9). 

If you want to try out some of the best shareware and public- 
domain programs mentioned in the book, as well as a few things 
of our own devising, check outTheMacintoshBibieSoftwareDisks, 
Third Edition, described on pp. 908-1 1 . 
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introduction (Am 

It's a common saying that the best source of tips is the manuai 
that comes with a product. To this is often added a mild reproach: 
"if oniy people wouid take the troubie to read it." 

Of course manuals contain a lot of good tips. There are also a 
lot of needles in that haystack over there. The trick is to find them. 

The typical manual buries its useful Information beneath tons of 
idiotic over-simplification ("Lift your hand into the air, using your 
arm and shoulder muscles, and lower it onto the mouse, palm 
down"), ridiculous warnings ("Do MOT grasp the back of the picture 
tube with the power on and jump into a bathtub full of water") and 
unintelligible computerese ("Guess is an optional argument that 
specifies the starting value of the iteration" — this last, as you may 
have guessed, is a quote from a real manual). 

You have better things to do with your time than read hundreds 
of pages of this sort of stuff every time you want to use a new 
product. So we've tried to do some gleaning for you. 

needless to say, this book can't cover the ground it does and still 
do a comprehensive job in each area (although the size of the book 
shows you we tried). It's inevitable that some areas will be covered 
more thoroughly than others. Still, within each area, we've tried to 
be selective and concentrate on the most useful stuff. 

Product evaluations are an important part of the book but you 
have to take them with a grain of salt, if for no other reason than 
that they may be out-of-date by the time you read them. (That's 
what the updates are for, so be sure to send for your free copies.) 

A certain amount of subjectivity is bound to creep into product 
evaluations; in an attempt to combat that. I've sometimes had 
more than one person review (or comment on) a product. 

As always, it was a real crunch getting the book to the printer on 
time. I decided that the least important thing to put time into was 
getting new art to filling blank pages (and parts of pages) at the end 
of chapters. As a result, you'll note that some of the art is recycled 
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from the last edition. Tortunately, it's all beautiful stuff. I'm not 
tired of it yet, so why should you be? 

We recommend what we think are the best products, but we give 
you tips on the most popular, whether we like them or not. For 
example, I can't stand Word, but a lot of people use it, so we devote 
many pages to helping you get the most out of It. 

Some of you who bought earlier editions of the book didn't get 
your updates as quickly as you should have (or at all). We really try 
to do a good job of that and we're always trying to do a better one 
(unlike the post office, which doubtless deserves at least some of 
the blame — since we don't have the same problem with orders, 
which go by UPS), Anyway, please let us know If you send in the card 
at the back of the book but don't get your updates. 

We try to ship orders within 24 hours, and usually succeed 
(there's an order form in the back of the book). If you have any 
problem with anything you order from us, or simply don't like it, 
please take advantage of our money-back guarantee (just return 
the product in resellable condition within 30 days). We want you 
to be totally satisfied in your dealings with us. 

Throughout this book, I have some rather uncomplimentary 
things to say about the user-sadistic, brain-dead Interface of MS 
DOS and of most PC programs. Please understand that I don't mean 
to be denigrating PC's (which are usually better values than Macs) 
or PC users (who often do the sensible thing by working on PC's 
instead of Macs). 

I'm simply against the primitiveness of the typical PC user interface 
(and even that's been fixed, to some extent, by Windows 3). I'm just 
trying to promote computers that are really fun to use, not side with 
one computer manufacturer (or user) against another. 

Far be it from me to complain aboutsuccess. But there's a (small 
but significant) downside to having a book as successful as The 
Macintosh Bible, and part of that is the knock-off artists it attracts. 
One Japanese publisher was going to call a completely unrelated 
book The Macintosh Bible, to compete with the actual Macintosh 
Bible, which was being translated at the same time by another 
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Japanese publisher (as they well knew, since we'd offered the 
translation rights to them too). 

I sent them a draft of a proposed press release that began with 
the words: Although the Macintosh community is, forthe most part, 
mercifully free of sleazeballs, and they suddenly decided that it 
might be in their best interests to call their book something else. 
The Japanese translation of the (real) Macintosh Bible came out 
and is now a best-seller there, having gone through five printings 
in less than a year. 

Will that technique work on Americans? Probably not. The 
largest religious publisher in the United States, Zondervan 
(owned by Harper fie Row, which is owned in turn by Rupert 
Murdoch) has for a long time offered the Holy Bible on disk. 
Their original name forthe product was quite clever, I thought — 
they called it The WORD Processor. 

But that name apparently lacked something in Zondervan's 
eyes, so they changed it to The PerfectWORD. Word Perfect Cor- 
poration naturally thought there was a problem there; their lawyers 
told Zondervan to cut it out, and Zondervan did, changing the 
name of the Mac version of the product to— you can see it coming, 
can't you? — macBible. 

Although everyone, including ourselves, refers to the book 
you're reading familiarly as "the Mac Bible," and although it 
occasionally gets shelved in the religious section of bookstores, 
Zondervan's lawyer tells us there's no danger of confusion. Why? 
Well, for one thing, we capitalize Macintosh and they don't capi- 
talize mac. 

Can you believe this? I'm bringing out a new soft drink called 
koka kola. Ho danger of confusion there — not only did I use 
lowercase letters, I changed the c's to k's. I'm not even using a 
hyphen. I'm going to have Zondervan's lawyer represent me when 
Coca-Cola brings suit. 

Anyway, it looks like Zondervan won't change the name unless 
we sue them. Isn't It ironic? I just wish these guys spent more time 
reading the Bible and less time marketing it. 
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How to use this book (Am 



This book covers a wide range of subjects and a wide range of 
Mac experience. Mo matter how much or how littie you know, there 
wiil be stuff in here that's either too easy or too hard for you. So just 
skip over the stuff that obviousiy isn't meant for you — there'ii be 
plenty that is. 

Margin icons are one way we help you find items you're likely to 
be interested in. There are eleven of them; 

If you're new to the Mac, it might make 
sense for you to check out all of these 
entries first. {They're listed in the index.) 
Unlike other icons, this one usually refers 
to a whole page or entiy, rather than just 
to a single paragraph. 




C5D. for 
beginners 



% 

esp, for* 

power users 



At the other extreme, these entries are for 
people who eat RAM chips for breakfast. 



All our tips are hot, but these are particu- 
larly hot. 

Up 



shortcut 



Isn't that a beautiful icon? it comes from 
the WetPaint clip art collection. 




vety good 
feature 



We're critical enough when that's what's 
called for, so we like to also give credit 
where credit is due. 



veiy bad 
feature 




These two icons are a subtle plug for left- 
handers. 
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bug 



Bugs are mistakes, or unexpected occur- 
rences. as opposed to things that are 
intentional (they get the previous icon). 




We use this icon to indicate particularly 
good values. 




important 

warning 



This icon is pretty self-explanatoiy. 




things 
to come 



nobody can predict the future, but we try. 




trivia 



This icon is for stuff that's more interest- 
ing than useful. Look for it when you need 
a break. 



The table of contents at the start of the book tells you the general 
area each chapter covers; in addition, each chapter has a more 
detailed table of contents of its own. facing the first page of text. 

The index was compiled by master indexer 'ly Koontz. It's 90 
pages long, in two columns (and that's reducing the type one point 
from the rest of the book; if we'd used the same size type, it would 
have been well over 1 00 pages). That's all by way of saying that it's 
a real index, not one of those imitation ones that's there just so the 
publisher can say the book has one. You can really find things in 
our index. 

Appendbc A is a 68-page glossary of Macintosh terms. Don't say. 
"Oh. yeah, a glossary. OK." We worked very hard to make it as 
useful and complete as possible. If you run across a term you're not 
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sure of, that's the place to look it up (although we try to define 
terms in context as well). 

Appendix B iists addresses and phone numbers for the prod- 
ucts, companies and Mac experts mentioned in the book (or who 
contributed to it one way or the other — except those who didn't 
want to be iisted). 

Except for the first chapter and the appendices, the book is 
made up of entries whose titles look like this: 4 entry title. They're 
grouped into sections, whose titles look like the one at the top of 
page 16. 

A singie entry may contain several tips, or just background 
information. In general, entries are meant to stand on their own — 
aithough I've grouped them into subject areas within the sections, 
and have also put them into logical order wherever possible. I've 
tried to place the more basic entries toward the start of each 
section, but sometimes grouping by topic made this difficult. 

The name or initials of whoever wrote the initial draft for each 
entiy appears in parentheses after its title (for who's who, see 
notes on contributors on pp. 20-22). All unsigned entries were 
written by Sharon Zardetto Aker (occasionally her entries are 
signed too, when that helps make things clearer). 

When I add a comment to someone else's entiy, it's in italics, 
enclosed in square brackets and signed An. Comments by Sharon 
(or by other contributors) follow the same format. 

Regardless of who wrote the original drafts, I rewrote them with 
a veiy heavy hand, to tiy to make the whole book speak with one 
voice (mine — for better or worse). So if something's incorrect (and 
isn't a typo), it's the fault of the person whose name or initials 
follow the entry title (myself included). But if something's unclear, 
it's my fault, regardless of whose name or Initials appear there, 
naturally except but other than whether not it be — oh my God, I'm 
doing it already, (If the jokes aren't funny, that's my fault too.) 

When we refer to a key combination like , we usually use 
the capital letter — which is how the keys are labeled on the 
keyboard. But you don't actually need to press the lsninl key unless 
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wespecincally indicate that you do: I shift I se |w] . (Sometimes we show 
a key with both the shifted and unshifted characters on it: Qo)- We 
do that to make sure you know we're referring to, say, the zero key 
(as in this case) and not the letter O.) 

We use those symbols throughout the book to make it easier for 
you to enter key combinations. When doing that, we always list 
them in the order shown above (which is how the keys are arranged 
on Apple's standard ADB keyboard) — ^so you don't sometimes see 
(Option 1 36 1a 1 and sometimes f¥~| Option IaI (exceptwhen a contributor 
prepared a diagram the otherway). This also makes it easier for you 
to put your fingers down on the keys left to right as you read a 
command. 

One other note about keys: the ® key, which was originally 
called things like cloverleaf and pretzel, is now always called by its 
official name, the command key. Some third-party keyboards sim- 
ply label the command key with the word command and don't even 
put the(~^ symbol on it. O temporal O mores! (Who says computer 
books can't be literate?) 

Since it isn't our job to sell the stock of computer companies, 
we usually refer to programs the way people do when talking — as 
Word instead of Microsoft Word, for example. And we generally 
leave version numbers off — FileMaker, for example, instead of 
FileMaker II (except when we're referring to a specific version) — 
since that's also what people do when talking. 

Prices, when shown, are Just to give you a ve/y general idea of 
what things cost, at list. Prices change rapidly and discounts are 
almost always available, so don't rely on the prices we quote. Since 
this book is written for people with IQs in three figures, all prices 
are rounded up ("Oh, it's only $995? What a relief! 1 thought 1 was 
going to have spend at least a thousand dollars."). 
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Notes on contributors (aw 

Three of us wrote enough of this book that repeating our names at the 
beginning of each of our entries would quickly have become tedious. 
Instead, we've used our initials, as indicated below. Notes on other 
significant contributors follow. You'll find contact info (for those who want 
to be contacted) in Appendix B. 

SZA — Sharon Zardetto Aker is the principal author of this 
edition of The Macintosh Bible; all unsigned entries were written by 
her. Depending on when you read this, she's either working on, has 
just finished, or has retired on the royalties from her eighth book. 
The Macintosh Bibie Guide to SuperPaint. 

DC — Dale Coleman is Edltor-at-Large at MacWEEK and is cur- 
rently working on a book about an unannounced word processing 
program. He was the principal author of the first edition of The 
Macintosh Bible. 

AIM — ^Arthur Maiman has edited, published and contributed to all 
three editions of The Macintosh Bible. His twelve books — eleven 
of which are about personal computers — have sold almost a 
million copies. 



Carol Alton claims to be living proof that a Macintosh computer 
can make even a "Mac mouse" like her into a character in the Bible. 

Eric Alderman is a senior partner with the HyperMedia Group, a 
custom hypermedia software development company In Emeiyvllle, 
California. He's the author of several computer books, and of 
numerous articles and columns. 

Chris Allen is president of Consensus Development, a software 
development and consulting firm. He's also fomm leader of the Mac 
Developers Forum on America Online and a freelance writer for 
Macintosh publications. 

Michael Bradley has been a technical writer since 1 982. Before 
that he was everything from a carpenter to a video producer. He's 
also active in the Mational Writer's Union. 
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Byron Brown is a freelance desktop publisher who's been typeset- 
ting from his various Macs since 1 985. He did the page layout for the 
last two editions of The Macintosh Bible, as well as other books, 
magazines, brochures and manuals. 

Brad Bunnin is an attorney who restricts his practice to literary 
law. He's the principal author of The Writer's Legal Companion. 

Karen Faria had her first Mac attack at Goldstein 8c Blair in 
1988. She's been working with Macs ever since, focusslngon using 
them effectively in business. 

Paul Hofftnan is the author of many popular computer books, 
including Microsoft Word Made Easy— Macintosh Edition. He's also 
Hews Editor at MicroTimes. 

John Kadyk is the nom de plume of Jean-Christophe, ie due de 
Cadique, the internationally known steel drummer, bicyclist and 
sometime Mac manager at Goldstein Sc Blair, 

Susan NcCallister taught reading, writing and math to adults 
for fifteen years, using Macintoshes for the last five. She now works 
at Goldstein 8c Blair and has lost count of how many hats she wears 
there. 

Steve Michel is the author of HyperCard: The Complete Refer- 
ence, IBM PC and Macintosh networking and Steve Michel's Super- 
Card Handbook. He writes the StackWEEK column in MaeWEEK. 

Larry Pina is a software developer and technical writer living in 
Westport, Massachusetts. He's the author of Macintosh Repair and 
Upgrade Secrets and Macintosh Printer Secrets. 

Charles Rubin, an Oakland-based writer and consultant, is the 
author of nine books, the most recent of which is The Macintosh 
Bible "What Do 1 Do How?" Book. 

Dr. Steven Schwartz is a computer-industry writer and gaming 
consultant. He currently writes for Macworld and is the author of a 
series of Hlntendo books, 

Marty Sobin provides Excel training and consulting when he 
isn't studying the stock market, playing squash or looking for 
collectible cookie jars. 
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Rich Wolfson pilots a plane, races go-karts, skydives, skin-dives 
and flies stunt kites, tie's also a college professor, which is what 
gives him time for everything else. 

C Weigand is editor and publisher of The Weigand Report: The 
Working newsletter for Macintosh Professionals. He's an independent 
Macintosh consultant and a popular speaker at trade shows. 
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(Em 

3. nrijta t« tljE iHac. 

Hit’s eumoeeit to ht fun. 

5^or years, most BusinesspeopCe treated the 9vCac as a toy, ivhUe 
those of us toho '<£ already had a BedyfuC of the deranged com- 
mand structure of more primitive computers romped happily in 
the fields of Vdacintosh. 9lpw that the 9dac has gotten some 
corporate acceptance, there seems to Be a campaign on to mahe it 
as dull as the I‘B9d'PC. 'What a great idea! 

'The rigid dichotomy Between worfiondfun — and the accep- 
tance of that dichotomy as inevitaBle andnecessary — is, to quote 
'Dr. “5lappy”9{arryCo7(i "Old 5\gethinfdng."9dore clearly than 
any other computer, the (Mac demonstrates that aesthetics en- 
hance, rather than detract from, efficient worh^ 

So don 't let them turn the (Mac into an e?(pensive version of 
the (PC. Demand fun as your Birthright! 

33. lEasg ts tjarb. 

'There's a macho attitude among some computer jochs (al- 
though certainly not among the Best of them) that the harder 
something is to deal xvith, the more advanced it is. 'That 's what 
usually lies Behind the aBsurd idea that the PC is a more powerful 
machine than the (Mac. 

Tlctually, of course, it 's very hard to mahc things easy. 'The 
more worhgouput into something, the less worhjhe person who 
uses it has to do. 
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So if you find yourseCf Beating your Bead (gainst a zvad 
erected By someone *s (aziness (or greed), CooB_ around for a 
different road that someone eCse tooHjthe trouBU to put a door in. 
Sind if anyBody mocl(s rvhatyou 're using as a toy, just smile and 
say, "T,asy is poroerfuC. 9{ard is primitive . ' 

311. 3f’s not your fault 
you’re ronfueein. 

Over the years, manuals have gotten Better and programs are 
designed more sensiBly than they used to Be, But that’s a lit tie li^ 
saying horv much nicer Sdtmmler has Been since his loBotomy. dhe 
standard is stid aBystnady lorv. 

Often the proBlem is e7(pertosis (the inoBility of everts in a 
given field to rememBer rvhat it 's lihe not to Be an expert). 
Sometimes it 's simple money-gruBBing. In any case, the thing to 
rememBer is this: If you're confused, it's not Because you're 
stupid — it 's Because the people rvho designed that product, or 
■wrote that manual, or rushed their employees so they couldn 't do 
agood joB, are stupid. Dust malie sure they, not you, pay for it. 

3^. ^ou can’t bo it all. 

Some ejqperienced (Mac users can ma/(e you feel lUce a loser 
Becauseyou 're not up on the new products and techniques they 're 
always discovering. (But it’s ready just that you have different 
interests, dheirs is e 7 (ploring the (Mac and yours (if you're lif^ 
most people) is simply using it. 

“Each approach has its znrtues and neither is inherently 
superior to the other. So feel free to restrict yourself to a smad 
numBer of (Mac programs that you master and use intensively. 
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H^memSer — you can 't do it aUand, unCessyou 're aOdacfanatic, 
you shoutdn 't even try. 

iMafee tl\t iMac ^nur n&m. 

nUere 's never Been a computer you couCd, as Omar put it, moCd 
"nearer to the heart 's desire. "So yiveyourseCf time to customize 
it. Bhind the software you Cihe Best. Spend hours rearranging the 
(Desktop or thefUes on your dishs. fhe more the 9dacfeets Cihe 
your ozvn creation, the more efficient and enjoyaBCe your worhgn 
it wild Be. 

Thinhiof the 9dac as your home, ‘fou wouCdn 't try to move 
every different piece of furniture in the worfdinto it, just Because 
you could, f/bu have furniture youfeeCcomfortaBCe xvith, appCi- 
ances you need and use, decorations and toys that amuse you. 
l^reat your 9dac the same way. 



^1. A fife salieh ie a fife saUcfe. 



'WhatshaBlitprcfityouifyoucreate thegreatest piece cfworf 
in the worCd But (ose it Because youfoigot to save? 

Despite how wondeifulCy easy it is to use, the Mac has as 
many traps and pitfalls as any other computer — mayBe more. 
nJhese don 't have to Be a proBlem, ifyou saveuourzvoric! Of course 
it 's a pain and interrupts the flow of your thoughts, But that 's 
nothing compared to what it feels life to lose worf. 

(People are always telling you to save, as if it matteredto them . 
It 's too Bad saving has acquired this taint of moralism. Saving 
yourworfjsn 't something you should do Because some authority 
tells you to. nUe appeal here is pure pleasure principle — you 'll Be 
a lot happier if you get in the haBit. 
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important 

warning 



(Ifini, tfjrEE, ntjmg hatlmps. 



Saving is onCy fialf the SattCe. (Dishes crash atC the time. If you. 
don 't mahe regular Backups, you may as weCC not save your zvor^ 
at ad. 



TO3I3. domliat trageby 
of tljE commons. 



In “English villages, the “commons ' zvas (or is) a piece of land 
on zvhich everyone can graze Civestochs (That 's zvhat the “Boston 
Cotnmons originady zvas.) 

It 's clearly in each vidager's individual interest to graze as 
many head of, say, sheep on the commons as he or she can. lAnd 
yet if ad the zndagersfodozv their ozvn Best interest, the common 
gets grazed Bare and ad the sheep starve, dhis is coded “the 
tragedy (f the commons. * 

dhe solution, of course, is simple: limit the number of sheep 
each zndagcr can graze (hopefudy in some sort of equitable zvay). 
But that can Be hard to enforce since, even zvhen a quota ejQsts, 
it 's stid in each zHdqger's individual interest to graze as many 
sheep as possible on the commons. It requires some social and 
environmental consciousness on the part of ad the zndagers, some 
long-range, unselfish thinking, to avoid the ecological tragedy. 

Dust the same thing is true on the 9dac. It 's no Big deal if one 
person doesn 't pay for a sharezvare program, But if a lot of people 
don 't, good sharezvare stops getting zvritten. It s no Big deal if 
one person copies a commercial program and uses it for free. But 
if a lot of people do that, softzvare developers have trouble 
making money and start cutting corners. In Both cases, sCozvCy 
But surely, the commons Becomes a Barren patch of dirt. 
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I3C. iVIIofa for jHurpfjg’B 'Hatu 
( 0 tncE you can’t aliotb ft). 



9{ere s a piece of trivia fezv people Iqiozv — the origin of 
IKCurphy 's Law. In 1949, Captain Ld 9durphy was an engineer 
worf^ng at “Edwards Air Iforce “Base in California. “When a 
technician wording in his CoB misahred something, Udurphysaid, 
"If there 's any way to do it wrong, he will. "A co-wor^r of his, 
Qeorge E. Vdichols, dtiBSed this 9durphy s Law. 

Odurphy 's Law has evolved into, "If anything can go wrong, 
it will, " But it 's interesting to note that it originally referred to 
incompetence, not to some sort of impersonal malevolence on the 
part of the cosmos. 

Hlere 's the clincher — that anecdote itself is an e 7 (amp[e of 
Udurphy’s Law. After I puBCished it in the last edition, I got a 
letter from E>uane Olesen of iHouston, who wrote: 

'^our story aBout Captain Ed Murphy may Be accurate. But 
it was not the first use of the e?(pression. “Way Bochin 1946... the 
term was already in use. As a matter of fact, we had a hid in my 
class fin the Mgvy] who had the misfortune to have the name 
Murphy. “Whenever something went tvrong, he was automati- 
cally Blamed.... 

"Later, in 1948, when I started college, the Dean of Engineer- 
ing ashed a group of us freshmen if we had heard of Murphy 's 
Law. Most us that had Been in the service hnew aBout it. " 

“ybu hnow, mauBe any explanation of the origins of Murphy s 
Law is Bound to Be tvrong, just By the nature of what it's 
e7q>Iaining. “We could cad this Murphy 's Meta-Law. 

In any case, things certainly do go wrong with distressing 
regularity. “This happens Cess on the Mac than elsewhere, thanhs 
to the care and dedication of its original designers. In fact, the 
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important 

warning 



9^ac s ease of use can CuCCyou into tfit dangerous defusion that 
9durphy 's Lazv has Been Banished from its realm. 

?dp sooner do you assume this than reality disabuses you of the 
notion — usually more abruptly than you 'dli^. It zoorhssort of 
lihc the Qreehsoncept of hubris: (Pride — or, in this case, complai- 
sance — -goelh before a fall. 



In the late SO 's, Theodore Sturgeon (1918-8S) zorote a boo^ 
review column for a magazine coded Venture Science fiction. It 
was there hefirstenunciatedSturgeon's Law. “It swell hnozvn, “ 
he zvrote (I'm paraphrasing), “that 90% of all science-fiction 
zvriting is crap. (But then, 90% o f everything is crap. “ 

9\dien I first started zvriting about computers, I wasted a lot 
of time railing at sotne of the more zvretched products popular 
bacli then, and at the brain-damaged ways they went about 
things. Today, you hardly ever hear their names. (In (Bach's day, 
Odasse 's music was more popular than Tach 's. fou remember 
(Hasse, right?) 

Ofgtural selection is going on at a blinding pau in this field, 
so just find some good stuff, use it until something better comes 
along andfoiget about the rest. 

The trichi of course, is finding thegood stuff. That 's one of the 
things this boohjs designed to help you do. So stop browsing and 
buy it already. (This is the famous Lost eleventh Command- 
ment.) 




for ^turgEon’a %xia. 
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Hardware buying tips (aw 



The extent to which computers are sold like cars never 
ceases to amaze me. But then, the extent to which cars are 
sold like cologne never ceases to amaze me. 

Hard disk manufacturers advertise access times as if a 
millisecond or two is going to make a difference to the 
average user (not to mention the fact that access time is 
seldom the main determinant of how fast a hard disk is) . It's 
like choosing a car because it has a top speed of 1 25 instead 
of 120. 

The three most Important things to look for in a piece of 
computer hardware, as with a car, are whether it can do 
what you want it to, how reliable it is and (with a nod to 
Commandment IX above) how easy it is to get it fixed. 



One way to maximize your chances of getting a reliable 
(and repairable) piece of hardware is to buy from a company 
with a commitment to quality. Granted, that commitment 
can evaporate like the momingdew — and has, many times — 
but you still stand a better chance from a company that's 
had it in the past than one that hasn't. 

It's astounding how little some companies care about 
their customers. I could give you several examples of this, 
but it doesn't seem fair to single out just a few companies 
when there are so many bad ones. 

If you do get screwed, don't waste a lot of time writing 
long letters. If people don't treat you decently. It's usually 
because they aren't decent, and your heart-wrenching ap- 
peals are going to fall on deaf ears and hearts of stone. 

Make a few, good-faith efforts to get them to do what 
they're supposed to, then go directly to Small Claims Court. 
(DO NOT PASS ao. DO COLLECT $200+.) Marshals seizing their 
office equipment — that's the kind of thing these companies 
understand. (For how to do it, see Everybody's Guide to 
Small Claims Court from Molo Press.) 
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On the bright side, there are a lot of excellent, caring, 
moral manufacturers out there, but If I were to start listing 
them, rd be sure to leave some out, and some of the ones 
1 did list would be sure to go sour before the next edition of 
the book (as happened last time, when 1 did name specific 
companies). 1 can, however, give you some general guide- 
lines: 

First, look for a good long warranty, Apple finally gave in 
and went from its embarrassing 90-day warranty to one 
year. A year is the shortest warranty you should consider for 
any product you buy; there are lots of companies that offer 
two-year, or even five-year, warranties, (Of course these 
companies may not be around in five years, or even two, 
and that's definitely something else to consider.) 

Another important consideration is good support. You 
want to buy from a vendor that will answer any questions 
and deal with any problems that come up, and that will 
make you feel like a colleague, not an annoying pest, while 
doing so. 

We've had great experiences at Goldstein 8f Blair with 
Alliance Peripheral Systems of Independence, Missouri. 
Because their prices are usually the lowest around, we've 
bought several Quantum hard drives from them. 




very good 
feature 



One drive we reshlpped to an employee who works in an 
outlying office. Although the drive worked at our office, it 
was broken when it got to her. She called APS and was 
immediately Impressed by their competence on the phone. 
She was even more impressed with their service: in spite of 
the fact that we had reshlpped the drive, they sent her a 
replacement drive overnight at no cost The morning after 
she called, she had the new drive. 



APS didn't even ask her to return the old drive until she 
got the new one. (1 should mention that the peopleshe dealt 
with at APS had no idea who we were or that they could get 
some good publicity out of this. They thought we were just 
another customer.) 
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MacConnectlon keeps blowing people's socks off with 
the speed with which they ship orders. ComputerWare has 
a reputation for being veiy knowledgeable and great to deal 
with. 

We know there are a lot of other great sources for 
products out there, if you'll send us your experiences about 
them, good or bad, to the attention of Karen Tarla, we'll try 
to incorporate them into the next edition. 

Last — but not, needless to say, least — Is price. How 
Important it is depends on your budget, of course, but let 
me say this: Don't underestimate the Mac's Importance in 
your life. This is not some trivial plaything — this is a very 
powerful tool for personal expression. 

If you want something — a laser printer instead of a dot- 
matrix printer, say, or a Mac 11 instead of an SE — you'll 
usually be happier If you figure out some way to justify 
having it. I've seldom If ever heard anyone say, 'I really 
shouldn't have bought this (expensive piece of computer 
equipment). I really could have gotten by with (something 
simpler and less expensive). ' But I can't count the number 
of times I've heard people who've gotten some powerful 
new piece of hardware say, 'How did I live without this?' 

On the other hand, don't buy something you plan to grow 
into; by the time you grow into it, you'll be able to buy 
something better for less. There's one exception to this 
rule: If you're about to buy your first hard disk, get twice as 
much capacity as you think you'll need. You'll fill it up 
before you know it. 

(Since I first wrote that. I've discovered that there's an 
exception to the exception. After struggling with hard disk 
whose capacity was a mere 1 44 megs, having to constantly 
clean up the disk to make room for more files — the chapters 
of this book in PageMaker take up a lot of room — I bought 
a 300-meg hard disk. I've owned it a year and I've still filled 
up less than 1 70 megs of it — and I've hardly deleted any files 
(who needs to?). So once you get into the stratosphere, it is 
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possible to actually get more hard disk than you need. But 
It ain't easy.) 

Because computer technology Is still on the steep upslope 
of its growth curve, technological advances that provide 
more power for less money have — ^so far — always greatly 
outstripped Increasing material and labor costs. Sometimes 
prices go down a lot and sometimes they go down a little, 
but they almost always go down. 

Because of that, people will sometimes advise you to 
wait and buy later, when whatever you're buying will cost 
you less. This advice doesn't always make sense. For one 
thing, if you followed it faithfully, you'd never buy anything. 
For another, it fails to consider the value of owning and 
using the equipment, which, in my experience, has almost 
always outweighed whatever money I might have saved 
waiting for tomorrow's lower price. 

So, If you have a use for something right now, and you 
want it, do without the new car — the Mac is more fun. 
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Software buying tips (Am 

This book is filled with specific evaluations and compari- 
sons of Mac programs. What follows here are some general 
guidelines on what to look for and avoid. 

Base of use 

Most software — ^with its impenetrable manuals, com- 
mands reminiscent of Shriners' initiation rites and what 
Michael Ward calls "unpleasant surprises" — isn't worth the 
trouble it takes to learn it. 

One of the major reasons people buy the Mac is to avoid 
all that intimidating, user-hostile gobbledygook. Fortunately, 
most companies that publish software for the Mac seem to 
realize that. But not all. Some let their programmers' bizarre 
thinking mold the final product and others let dollar-crazed 
marketing executives make the decisions. 

You shouldn't have to put up with any of that, so don't — jg 

not even for a second. The Mac is an Inherently easy-to-use ^ 
machine, if you find yourself having any trouble at all /St 
learning how to use a program for the Mac, stop wastingyour 
time and find another program that doesn't give you the 
same trouble. 



Logical hierarchy of commands 

For software to be easy to use, it should be hierarchically 
organized. This means that most basic operations are 
simple and central to how the program works and the more 
adveinced operations are off to the side, so you don't even 
know about them untii you need them. 



Mac software should be Mac-Uke 



Aside from being easy-to-use, the Mac's interface has 
another major virtue: you don't have to learn a new set of 
commands and procedures for each program. At least you 
shouldn't have to. 
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Fortunately, most Mac programs have all the standard 
Mac features; poi>down menus. Icons, windows, a mouse- 
controlled pointer, dialog boxes and buttons, scroll bars, 
cut-and-paste, etc. Some also have an Undo command (and 
the more circumstances it works In, and the more steps it 
can take you backward, the better). But other programs 
have simply been converted slap-dash from a version that 
runs on inferior computers like the PC and these should be 
avoided. 

There is a third category, however — programs that take 
advantage of the Mac's features but do so in a nonstandard 
way. Whether you like one of these programs or not 
depends on whether you find the features it offers spiffy 
enough to justify switching gears between it and other 
Mac programs (and hitting a lot of wrong keys in the 
process). 

You won't get consistency, so settle for customizability 

Although the commands In Mac software are much more 
standardized between programs than those on the PC, 
they're still nowhere near as standardized as they should 
be. One thing that really irks me Is the lack of consistency 
around the commands for boldface, italics and plain text. 

vety b^ On most programs (including the ones 1 learned on), you 
get Italics with f^TH and boldface with I §e |b1 . But in Word 
and PageMaker, you have to hit i se [Shift 1 1 l and l se IshiftiBl Even 
worse Is the command for plain text (that Is, stripping out 
Italics, boldface and all other type styles). In the original 
MacWrite, It was fUTpl ; In MacWrlte II, It's rWTTk in Works I, 
it was 1 36 |Nb in Word, it's I §e Ishinizl ; and in PageMaker, it's 
I 36 I Shift 1 Spacebar] . 

Does this lead to frustrating typing mistakes? Is the Pope 
Catholic? Do presidents tell lies? 

Since there are lots of people who are now veiy used to 
lots of different commands, true Macintosh consistency Is 
a lost cause. What you can get instead (and which Is almost 
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as good) is the ability to change a program's commands to 
what you want them to be. Now that I've done that with 
Word, I can actually use the program without screaming 
eveiy five minutes. 

Unfortunately, one program I use isn't customizable — very bad 

PageMaker, If that damned Indents/Tabs dialog box pops 
up just one more time when I hit r^Til to get italics. I'll go 
berserk. (Wait a minute — I'm a/ready berserk. Hmmmm.,..) 

If you can, deal with the best 

The best program isn't always the most expensive, 
although it usually isn't the cheapest (if it is. Jump on it). 

And, of course, it often isn't easy to know which program is 
the best. But if you have a pretty good idea, don't tell 
yourself, "Well, I really can't afford that," or "I can get by with 
less," 

This is almost always a false economy, as we all know 
from our experience of buying Junky products that soon 
fall apart. You end up not only having to pay to replace the 
defective product (or program), but you also lose the time 
you've invested installing (or learning to use) the first one. 

So bite the bullet and get the best to start with — if you can 
figure out which it is. 

If there's a standard program, you probably want it 

In certain areas, one piece of software has more or less 
become the standard. When this happens, it makes sense 
to get that program. But watch out for false, or premature, 
standards. Don't be lured into getting a program until it's 
clearly a standard (or is Just what you want anyway). 

Make sure there are plenty of doors and windows 

Mere's something a two-year-old could figure out. When 
you buy a program, you don't know if you're going to want 
to use It always for everything. Even if you do, you're going 
to need to convert files created in other programs. 
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So the most elementaiy logic tells you that If you hope to 
succeed selling a Mac program. It needs to Import docu- 
ments from other Mac programs and export documents to 
them. And this is particularly true If you're hoping to break 
into a market dominated by a competing product. 

If there was ever a categoiy of software dominated by one 
product. It was (and Is) Mac spreadsheets. Excel had 85- 
90% of the market when a slick new spreadsheet called 
Wlngz tried to challenge It. Wingz' publisher lavished (what 
looked like) millions of dollars promoting the product 
before It came out. 

I couldn't wait to see what Wlngz' powerful graphics 
capabilities could do for my tired old Excel spreadsheets. 
So as soon as I got Wlngz, I tore open the package, flipped 
the manual open to the index and looked up Import (or 
wiy Importing, or Importing data). Mo entry. So I looked up data. 

Importing. Mo entry. So I looked up Excel. Mo entry. So I looked 
up foreign files. Mo entry. So I looked up to the sky, shook 
my head, thought about how many Excel spreadsheets I use 
in an ongoing way and am not about to redo, and tossed 
Wingz back into the box. 

(By the way. It wasn't just the index. Wlngz had no way to 
directly import Excel files.) 

This would be pathetic If it were the story of one 
publisher. But it's the story of dozens. They act as if their 
product is the only one around, the only one their potential 
customers have ever— or will ever — come In contact with. 
Connecting with other software seems like some sort of 
treason to them. It's almost like xenophobia, but what 1 
really think it is. Is stupidophllla. 

Speed 

As many people have learned to their sorrow, ease of use 
isn't everything. How fast a program runs can be even more 
important. Unfortunately, that's seldom mentioned in ads 
or by salesclerks and it's one of the hardest things to 
evaluate in an in-store tryout. 
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But delays of even a few seconds can be veiy annoying if 
you keep running into them. Because of that speed is one of 
the prime things to look for in a program. Many computer 
novices tend to ignore this consideration — since doing 
something on a computer is always so much faster than doing 
it by hand. But believe me now or believe me later, if you buy 
a slow program, you'll live to regret it, (Steve Michel says no 
one ever realizes this; they just go for the power.) 
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You want a great manual you don't need 

No matter how great a program is. It doesn't do you any 
good unless you know how to use it. Mac software should 
be so clear, its menu commands so understandable, that 
you don't even need a manual. If you do need a manual, at 
least it should be a good one. 

Ironically (but predictably), the easiest programs to learn 
tend to have the best manuals and the hardest programs to 
learn tend to have the worst manuals. 



A manual should have an index, not an imitation of one 

I don't know about you, but I'd rather have all my teeth very ban 
removed without anesthetic than follow the tutorial in most 
manuals. They're the equivalent of being strapped into a 
chair and forced to listen to scales for three months, then 
Three Blind Mice, then Twinkle, Twinkie, Littie Star, then 
Lawrence Welk — all under the guise of teaching you music 
appreciation. 

All 1 want from a manual is a good index, so 1 can look up 
what I need to and get out of there. Unfortunately, the only 
purpose most indexes serve is to allow the company whose 
manual it is to say, "Look! An index!" And it's true — they do 
/ooAIike indexes. Why should I spoil the illusion by pointing 
out that you can never find anything in them? 

Take reviews (including ours) with a grain of salt 

One problem with reviews is that most reviewers aren't 
like most users. They tend to have much more experience 
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with Mac programs and to be much more Interested in 
exploring the Mac as an activity in itself. (1 call this tendency 
expertosis; it also causes a problem with manuals.) 

Another problem is that reviewers seldom have enough 
time to really get to know the ins and outs of the software 
they're evaluating. Lots of programs are complicated enough 
that you don't really get a feeling for their strengths and 
weaknesses until you've used them fairly heavily for a 
couple of months. 

A third problem is that magazines are supported by 
advertising revenues, and while I'm always surprised by 
how tough they're willing to be in spite of that fact, no 
magazine's reviews are going to be, on the average, 75% or 
even 50% negative. 

Still, reviews are a great place to learn about products. 
Just don't treat them as the holy gospel — even when they 
appear in the Bible. (In fact, e.specially when they appear in 
the Bible. Magazines can afford to do a much more compre- 
hensive and thorough job of evaluating whole classes of 
products. All we can do is give you the opinions of an expert 
or two, or — at best — ^what the general consensus is among 
the Mac experts we know.) 
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Shareware is worth trying 

To be absolutely sure you're going to want a program 
before you buy it, you need to use it for some reasonable 
period of time. The best way to do that is shareware — 
software you're allowed to copy freely and only pay for if you 
like it and continue to use it. As you'll discover from reading 
this book, some of the best Mac programs are shareware. 

In order to encourage this proconsumer approach to 
software distribution, always give shareware a try before 
spending money for a commercial program that does the 
same thing, and always pay for any shareware you end up 
keeping and using. 
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If you don't, the people who write It will have to find some 
other way to make a living and will no longer be able to update 
their programs or create new ones. In the short run, you'll 
save a little money; in the long run, you'll lose a lot, as you 
end up paying more for programs you're not even sure you'll 
use, because no good shareware alternatives are available. 
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Public-domain software 



Lots of programs are available absolutely free, thanks to 
the generosity of their authors. You can get this software 
from good computer stores (if you've done business with 
them), usergroups or bulletin boards. You often have to put 
up with skimpy documentation, or none at all, and early 
versions of most programs have bugs. But there's a lot of 
terrific public-domain software, some of it better than 
commercial programs. 




(You can get a sampling of great Mac shareware and 
public-domain software on The Macintosh Bible Software 
Disks, which have a money-back guarantee. See the last 
chapter for details.) 



in-store tryouts 

Any decent computer store will let you sit and play with 
software for hours at a time, as long as no one else wants 
to use the machine (unfortunately, someone almost always 
will). Tiying a program in a store will often (but not always) 
give you enough of a feeling for It to decide if you want to 
buy it. 



Money-back guarantees 

If you're buying a program mail order and sight unseen, 
try to get a money-back guarantee. Remember — a lot of 
software isn't worth using, no matter how good it sounds. 

Support, support, support 
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There's a saying in real estate that the three most 
important things to consider when buying property are 
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location, location and location. Likewise, the three most 
important things to consider when buying a computer 
product are support, support and support. (Support is the 
avaiiability of someone to answer your questions, usuaiiy 
on the phone, and to fix things if they go wrong.) 

Support is the reason it often makes sense to pay a littie 
more to buy from a vendor whose staff knows something 
(whether it's a iocai store or a maii-order distributor). 
Don't imagine you can depend on the pubiisher's tele- 
phone support line. Although there are some exceptions, 
most of them are so understaffed that you might as well 
just play a tape recording of a busy signal and not tie up 
your phone. 

Claris's telephone support is the best we've ever encoun- 
tered from a large, established company (and that was true 
even when they didn't realize that we review Mac products). 
Other people we've talked to have had the same good 
experience with Claris. The only problem we found with 
their support was having to wait too long on the phone 
before someone could take our call, but once we got 
through, they were very helpful. 


1 

very 

hot 
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Don't use a bazooka to kill a fly 

You should use a computer to do things you can't do 
more easily in some other way (with pencil and paper, for 
example). The Mac can't make you organized or creative 
(although it can certainly help you organize and create). 

Thou Shalt not steal 

In the case of some programs, there are more illegal 
copies in existence than legal ones. (Mot that this is always 
bad for the publisher. WordStar became an industiy- 
standard word processing program at least partly because 
so many people had bootleg copies of it.) 

Most of the problem is that people give copies to their 
friends; few computer hackers are despicable enough to 
steal someone else's work and then sell It. Still, the average 
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program represents many person-years of labor, and you 
can't blame a publisher for wanting to protect that investment. 

As a result, most Mac software used to be copy-pro- 
tected. (There are many ways to make it difficult to copy a 
disk and no way to make it Impossible, so it becomes a 
question of percentages: "How many hackers can we out- 
smart.") 

Copy-protection was a real drag and virtually all Mac 
software publishers have stopped doing it. This puts the 
burden on us. if people can't make money developing 
software because eveiyone is stealing their software in- 
stead of buying it, soon there won't be any good programs 
at all. (1 know I'm repeating myself. This bears repeating.) 

Beware of vaporware 

So much software has been promised that never saw the 
light of day (or saw it on a day many months after it was 
supposed to) that there's even a name for It — vaporware. 

So when some salesclerk (or ad, or friend) tells you that 
a new product will be along "real soon now," don't depend 
on it. Few computer products come out on time, and lots of 
software ends up being nothing more than vaporware. 

Don't pay to be a beta tester 

When software publishers get a product to a certain 
stage, they hand out copies to people on the outside and ask 
them to test it. This work, called beta testing, is almost al- 
ways unpaid; the testers are motivated by the advantage (or 
prestige) of being the first to know about something. 

That's all fine, but don't pay to beta-test a product that's 
already been released. Vaporware is bad enough, but it's 
much worse to spend your good money on a product that's 
full of bugs. 

So wait a while when a new product comes out. Qo to a 
user group meeting or two and see if anyone's having 
problems with it, if you telecommunicate, ask about it on a 
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bulletin board. Remember: feeling impatient is a lot less 
painful than feeling victimized. 



Trust good publishers 

Since movie reviewers spend most of their time telling 
you the piot (and usuaily can't even do that with any 
accuracy), one of the best ways to decide if a movie is worth 
seeing is to find out who directed it. Simiiarly, one of the 
best ways to tell if a program is worth buying is to judge by 
the company that publishes it. 



A 

important 

warning 



Avoid companies with growth disease 

In certain companies that are lousy with MBAs, taiking 
about what consumers need will get you snickered at. 
(Taiking about what consumers want is usually tolerated, 
because that's related to what they're willing to spend 
money on.) These companies are out to conquer the world 
(quite openly — that's the way they talk) and they can't see 
any farther than their bottom line. 

needless to say, companies with growth disease should 
be avoided like the plague (unfortunately, their hypertrophied 
legal departments prevent me from mentioning any by 
name). 










y'rorn 
tht Wet(Paint 
cUp an colUctian. 
Copyrifffu © 1988-89 By 
Thi6C-C(icfiS(rfiwarc fnc, 
^^Unyfits reserved. 
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Why don't they aIL„? (SZA) 

Some software publishers introduce such nice additions 
to the standard Mac interface that all programs should copy 
them. For example, Microsoft programs let you doubleclick 
on a window's title bar to make the window fiil the screen 
(and/or to toggle it back to the original size) — and they did 
that iong before Apple introduced the zoom box. 

Even now, Microsoft's is the better approach, because 
the zoom box is often off the right edge of the screen when 
you're shuffling windows around — and, even when it's not, 
it's still always going to be harder to get to and click on than 
simply doubleclicking anywhere on the title bar. 

I like symbols in a menu that indicate when I snin I is 
needed in addition toQ^to execute a menu command from 
the keyboard. Popup menus in dialog boxes are another 
good idea. The first time I saw either of these features was 
in PageMaker. 

Here are some other features Arthur and I wish were 
standard on all Mac programs. We'll mention the program(s) 
we first saw each feature in, but be aware that that's not 
necessarily all the programs that have it. 

If there are features you wish were part of the standard 
Mac interface, please tell us about them. We'II publish a 
compiled list in the next edition(s) of the book and mention 
your name if you're the first person to suggest the idea. 

• Word has what I call "smart windows." You don't have 
to close the Untitled document that's on the screen 
when you start the program; if you open an existing 
document, it goes away by itself. 

• Works avoids the annoying "nothing screen." When 
you close the last open document, the Open dialog box 
automatically appears. [This is obviousiy the way aii 
Mac software shouid work. The "nothing screen" is 
confusing to many beginners (it certainiy was to me) 
and it's compietely useiess to boot — after aii, if you 
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didn't intend to open another document, you'd quit the 
program rather than simply close the last document. 

Yet, so far as Sharon or I know. Works is the only 
program that does this. — AN] 

• Works also lets you create a new document or even 
quit while the Open dialog box is on the screen, so 
you're not stuck there if you don't want to open 
something. 

[This is another great feature. Instead of blindly locking out 
all the menus while a dialog box is open. Works let you 
access the ones that make sense. Not only can you quit 
the program while the Open dialog box is on the screen, 
you can also access the Font and Style menus while the 
Page Setup dialog box is open — so you can format the 
headers and footers you type in the dialog box. 

Here again, all Mac software should clearly work this 
way, and yet only Works does. (Of course. Works' 
basic method of handling headers and footers is totally 
ridiculous — as is Excel's, which is the same — but that's 
another subject.)— AN] 

• If you've edited a document but haven't saved the changes, 
More II lets you know that by underlining the filename in 
the Window menu. (Utilities like AutoSave periodically 
save documents, but if you're working on several at once, 
it's hit or miss which ones will be open when the Save 
command gets executed. It's very easy to forget to save one 
or more of the files as often as you should.) 

• Nisus has a built-in save function that lets you save 
every so-many keystrokes (you choose the number). 

• When you drag a tab to place it on Nisus's ruler, a line 
extends from the tab all the way down the page. This 
eliminates annoying guesswork about exactly where to 
put the tab. 

• Both Word and Nisus automatically make backup copies, 
so you always have the last two versions of your file on 
disk. (You can disable this feature if you don't want it.) 
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• Nisus and Word let you change page margins by 
dragging them in the page preview display, so you can 
see the exact effect of your changes. As you move the 
margins, the measurements are indicated on the screen. 

• Both Nisus and Word make it very easy to add, remove 
or change the keystroke equivalents (using ® and 

[ 36 [shinl or menu commands.) When you do that, the 
new commands show up on the menus. 

• When you're in the Save or Open dialog box, DiskTools 
II lists the names of the disks you have mounted, so you 
can go directly to the one you want instead of having to 
cycle through them with the Drive button. This is 
especially handy in a network situation where you're 
likely to have several volumes mounted at a time. 

• DiskTools also remembers what folder you were in — 
when you move back to a disk that you've used before, 
you're not back at its top level. [DiskTop will do the 
same thing if you ask it to. — AN] 

• Many programs (Acta, Word, More, PageMaker, etc.) 
give you the "smart quotes" option; that is, you can 
have straight quotes and apostrophes automatically 
replaced with curly ones. 

• I haven't seen this feature except in my imagination, 
but, instead of a single, crowded menu bar, I'd like a 
double menu bar with general system menus — the # 
menu and menus for DA's, inits and MultiFinder — on 
top and application-specific menus on the bottom. 

• H haven't seen this anywhere, but I'd like a word 
processor with a horizontal lock, so you don't find 
yourself always scrolling sideways when you don't 
want to. I have a big screen and I don't ever need to 
move sideways in a window. It's an annoyance every 
time it happens. — AN] 

• [Word 4 has a nice feature that should be universal. 
When the I-beam (J) pointer enters text that's formatted 
as italic, it bends over to the right (so does the insertion 
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point, if you click to lay one down there). This makes it 
much easier to see what you're doing and banishes the 
old annoyance of selecting the wrong character be- 
cause you can't figure out which one the pointer is on. 

This feature avoids another old annoyance as well. 
Since there's no way to tell how a space is formatted 
just by looking at it, it's a common experience to place 
the insertion point in a space and have the text you 
begin typing come out in italics (so you have to go 
back, select it and change it to plain text). With Word's 
approach, however, you know immediately when you 
move the I-beam to a space whether it's formatted italic 
or not, because if it is, the I-beam will bend to the right 
(as will the insertion point when you place it). — AN] 




Copyright © 1988 By *Esifur Travis. 
SAU rights reserved. 
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A guide for beginners (Atl/SZA) 



The Mac is the most intuitive computer ever sold, but 
that's not saying much. There are still things about it that 
confuse beginning users, and Apple's manuals, while better 
than most, tend to make you wade through a lot of stuff you 
already know — or that's obvious — to get to the useful 
information. 
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Here's a brief introduction to the Mac that's designed to 
get a beginning user started off on the right foot and to guide 
you around some of the more common pitfalls. You can 
supplement it with Apple's manuals to get more details on 
various points, but it should get you up and running a lot 
faster than they will. 

One word of caution: Apple is always updating and 
changing the Mac's basic software, so what appears on your 
screen may not exactly match the screen shots printed in 
this book. Don't let that throw you — the basic principles will 
be the same (until System 7, that is; that's a whole new 
ballade). 



The pointer 

The Mac's way of communicating with people is the 
pointing interface, sometimes also referred to as the 
graphical interface (for you fans of 1 9th-centuiy diction) or 
the visual interface (as if all computer screens weren't 
visual). As its name implies, the pointing interface lets you 
control a computer by pointing at icons (little pictures) or at 
clear, simple, English words. Instead of forcing you to 
memorize a bunch of abbreviated commands. 

Icons represent files (collections of computer data), of 
which there two basic kinds: programs, or applications 
(instructions that tell the Mac what to do) and documents 
(what you create with a program — a letter, say, or a drawing). 
Each different kind of file has a different-looking icon. 
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You do your pointing on the Mac with an on-screen 
symbol called, with simple elegance, the pointer. Although 
it can take many shapes. Its basic one is a left-leaning arrow 
( ). When you're dealing with text. It takes the shape of an 
I-beam ( J ). Graphics programs like MacPaint have a whole 
slew of specialized pointers; for example, 
and 

Each pointer has a hot spot— the spot that "counts." On 
the arrow pointer, for example, the tip Is the hot spot. If just 
the Up of the arrow Is Inside something, then you're pointing 
to It (as in the iliustraUon below); If all the arrow except the 
Up Is inside, then you're not pointing to it. 

You typically control the pointer with 
a mouse — a small box with a ball on the 
bottom and a button on the top. When 
you roll the mouse around, the pointer 
moves In the same direction on the 
screen (although not normally the same 
distance). You get so used to it after a while, it begins to feel 
as if you're moving the pointer directly with your hand. 

The desktop 

A basic Apple program called the Finder creates a gray 
area that covers the screen. Because most of the kind of 
work that's done on a Mac is otherwise done at a desk, this 
gray area is called the desktop. 

The things you point to are arranged on the desktop. Just 
as on a real desktop, you can open folders and files and read 
what's in them, throw things in the wastebasket and so on 
(except, of course, in the real world, the wastebasket is next 
to the desk, not on top of it). The top of the next page shows 
you what a (very empty) desktop looks like. 

Menus 

The only thing on the desktop that clearly doesn't follow 
this real-world analogy is the line of words across the top. 
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This Is called the menu bar and the words on it are called 
menu titles. If you put the pointer on a menu title and hold 
down the mouse button, a menu pops down over the 
desktop. 

(As you probably know, a menu is a list of commands 
available to you at a particular time. Commands, of course, 
are things you can tell the computer to do.) 

Apple insists on calling these pull-down menus — pre- 
sumably on the theory that, in real life, things pop up (like 
toast) but pull down (like window shades). Weil, first of all, 
that isn't always the case; for example, those oxygen masks 
stewardesses demonstrate before a flight pop down from 
overhead if the air pressure in the cabin drops (at least you 
hope they do.) 

But even if nothing in the real world ever popped down, 
that's stiil what the Mac's menus do. You don't grab the 
menu title and pull the menu down over the desktop; you 
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touch the menu title with the pointer, press the mouse 
uSJjlp^ button and the menu pops down over the desktop. The 
pointer stays up at the menu title, not down at the bottom 
bcs/miefa of the menu, which is where it would have to be if you were 
pulling it. 

Arthur could go on for days about this important point, 
but it's probably easiest simply to say menus Instead of pop- 
down menus and to save the adjectives for describing other 
sorts of speciaiized menus (we'ii be talking about some in 
a moment). Anyway, here's what a 
standard, pop-down menu iooks like: 

This is called the Apple menu (since 
so few people can pronounce fi). The 
first command on It always tells you 
about the software you're using — 
what version it is, who wrote it, etc. 

Sometimes you also get other infor- 
mation — it depends on the program 
you're using. 

To select a command on this or any other menu, you slide 
the pointer down it, keeping your Finger on the mouse 
button. As you pass each command, it highlights — that is, 
instead of appearing as black letters on a white background, 
it appears as white letters on a black background. When the 
command you want is highlighted (as About the Finder... is 
above), you just release the mouse button and the com- 
mand executes. 

All the other items on the 4 menu are for desk acces- 
sories — programs you can use without having to exit what- 
ever software you're working with at the time. 

At the top of the next page is the next menu on the menu 
bar. As you can see, some of the commands on this menu 
are dimmed (or grayed). This means you can't use them at 
the present time — if you slide the pointer past them, they 
won't highlight. For example. Print is dimmed because we 
haven't picked a document to print. 




Calculator 
Chooser 
Control Panel 
Find File 
Key Caps 
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Some commands have keyboard 
equivalents listed next to them on the 
menu — like I §e lo| for Open. (That clo- 
verleaf symbol appears on a special 
key on the Mac keyboard that's called 
the command key.) A keyboard 
equivalent means that instead of mov- 
ing the pointer up to the File menu, 
pressing the mouse button to make 
the menu pop down, going down the 
menu to the Open command and then 
releasing the mouse button, you can 
simply hold down the key, hit the 
0 key and get the same result. 

Sometimes a menu has more com- 
mands in it than can fit on your screen. 
When that happens, you'll see a down- 
ward-pointing triangle at the bottom of 
the menu. Sliding the pointer to (or 
past) the bottom of the menu will 
make additional menu items scro// up 
(roll past you as if on a scroll, like the 
end credits of a movie). 

When you see the command you 
want, you just slide the pointer to it to 
select it (actually, menu scrolling tends 
to really zip along, so you'll probably 
wind up sliding the pointer back up 
the menu to catch the item you want). 

Some items on menus are followed 
by a right-pointing triangle, if you high- 
light one of these, a submenu pops out 
to the right of it (unless there's no 
more room on the right, in which case 
it pops out on the left). You then slide 
the pointer onto the submenu to se- 
lect the command you want. 
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Icons 

Lx)ok back at the Illustration of the desktop shown on 
page 51. The Icon In the upper right corner, labelled 
SEmore, represents the hard disk that Arthur was running 

fl/« * 

beginners off of on the SE Where these screen shots were made. (It 
wasn't called SEmore when It was bought, but you can 
change the names of most things on the Mac and make 
them whatever you want.) 

In the lower right comer of the desktop on page 5 1 is 
another icon, the Trash: this Is where you put things when 
you don't want them any more. There are various desktops 
on the Mac, but the way to tell that you're at the basic one, 
the one created by the Finder, is to look for that Trash can 
In the lower right comer. Only the Finder's desktop has it. 

The 'Trash Icon Is white with black lines and lettering — 
which is the normal way for icons to look. But the SEmore 
disk Icon is black with white lines and lettering. As with a 
command on a menu, that means it's selected. 

Selecting, clicking and dragging 

Selecting Is the single most Important concept for under- 
standing how Mac software works. 'The basic two principles are: 

1 . You always have to select something before you can do 
anything with it. (Apple calls this the "noun, then verb" 
or "hey, you — do this" approach. Another way to 
remember it is "select, then affect.") 

2. Selecting, in and of itself, never alters anything. 

'Trying to do something when nothing is selected, or with 
something different from what you think is selected, is the 
cause of 90% of the confusion people have when learning 
to use the Mac. 

We didn't have to select the SEmore icon because a hard 
disk is automatically selected when you start up from it. But 
let's say you want to select the Trash. To do that, you just 
put the pointer on it, then press and release the mouse 
button (this is called clicking). 
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You can also move icons around the desktop. To do that, 
put the pointer on an icon, then press and hold the mouse 
button as you move the mouse. A "ghost" of the Icon will 
stick to the pointer until you release the mouse button, at 
which point the icon will appear in the new location. This is 
called dragging. 




When you click on an icon, the previously selected icon 
automatically becomes deselected (turns from black to 
white). You can, however, select more than one icon at a 
time, by holding down the [Shift! key while clicking on them. 
This is called shift-clicking. 

Another way to select more than one icon at a time is to drag 
a selection rectangle around them. To do that, you point to one 
comer of an imaginary rectangular area that will surround all 
the icons, hold the mouse button down, drag the pointer to the 
diagonaily opposite corner, and release the mouse button. 
(See the illustration at the top of the next page.) 

You can also rename icons by typing the new name while the 
icon is selected. You can use any character but the colon ( : ) in 
an icon name, including spaces. (More primitive computers like 
the IBM PC don't let you use spaces in file names.) 
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Mow you're ready for another basic concept: Icons can 
(and often do) contain things. 

Windows 

To see what's In an icon, you open it. To open an icon, 
you point to it and click the mouse button twice in rapid 
succession. This is called doubleclicking. 

(You can also click once on the icon, go up to the File 
menu and choose the Open command, but that's a whole 
lot more trouble than doubleclicking. There's even a third 
possibility. If you look at the Open command on the File 
menu above, you'll see that l 86 161 follows it. So you can also 
click on an icon and hit C«To] to open it.) 

Doubleclicking on the 'Trash icon (or using either of the 
other two techniques just described) produces this: 
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This Is called a window. It's empty, because nothing has 
been thrown Into 'Trash since we began working. 

When you putan icon into the 'Trash, It's kept there for a while 
in case you change your mind. Ifyou do,you justop>en the'Trash 
window and retrieve it. You can drag out the icon manually, or 
select It by clicking on it and then choose Put Away from the File 
menu; the icon zips back to wherever it came from. 

When there's something in the 'Trash, it 
bulges to let you know it's not empty any 
more. When you want to actually get rid of 
whatever's in the'Trash, use the Empty Trash 
command in the Special menu. (The 'Trash is also emptied 
automatically under certain conditions, which we describe in 
an entiy called flushing the Trash in Chapter 6.) 

In order to do anything with — or to — a window, it has to 
be act/ ve (selected). When itis, you'll see six horizontal lines 
in the title bar(which runs across the top of the window with 
the title in the middle). 

A window is always active when it first opens (this is only 
logical, since you have to select its icon to open it). To select 
a different window — that is, to make a different window the 
active one — all you have to do is click anywhere in it, (The 
first click just activates the window; to select something in 
the window, you have to dick again.) 

The active window is always on top of other windows as 
shown at the top of the next page. 

A window must also be active for you to close It. You do 
that by clicking in the little close box at the left end of the 
title bar or choosing the C/osecommand from the File menu. 

To move a window, you drag it by its title bar. To change 
its size, you drag the size box. The zoom box makes the 
window fill the screen; the next time you click the zoom box, 
the window goes back to its original size. 

When the active window has gray scroll bars on its bottom 
and right sides, that means there are items in it that aren't 
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showing. When the scroll bars are white, that means eveiy- 
thing is already displayed in the window (or that the window 
is inactive). Sometimes one scroll bar Is gray and the other is 
white; It depends on where the missing information is 
located. 

To bring missing 
information into view, 
you can use the scroll 
box, thescroll arrows 
or the gray area of 
thescroll bar itself. 

It's fairly tedious to 
explain in words ex- 
actly what each does 
(since they work in 
right-brained, Mac-like ways), but if you experiment with 
them, it will quickly become obvious. 

The scroll controls seem at first to work backwards. Click 
in an up arrow and things scroll down; click in a left arrow 
and things move to the right. You have to picture the 
contents of the window as being stationary and the window 
as moving over them. As you move it to the right, the 
contents shift to the left — relatively speaking. 
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Here's another way to think of it: if you want to see what's 
towards the bottom of the window, you press the down 
arrow. If you want to see the items off to the right, you use 
the right arrow. 



Programs, documents and folders 

How let's talk about what the icons in a window mean. To 
do that, lets go back to our old friend SEmore, the hard disk 
icon, and doubleclick on it. That produces this: 
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HDBackup is a program (in this case, a utility that backs 
up — makes an extra copy of — the data from a hard disk). 
Doubleclick on it and HDBackup will be launched (put into 
memory). You'll be asked some questions about what you 
want to backup and where you want to put the copy. 

Q8eB letterhead is a data file or document (in this case, 
a template for writing business letters that was created by 
the program Microsoft Works). Doubleclick on it and It will 
first launch Works, then open Itself so you can edit it, print 
it, etc. (More primitive machines won't automatically launch 
a program when you open a document created by it. You 
have to open the program first, then the document.) 

The rest of the icons in this window are folders. You use 
them to organize your icons. Doubleclick on any of them 
and it will open into a window that contains more icons — 
like the one below. You can put folders within folders to your 
heart's content — whatever you need to organize your work 
and make it easy to find. 




Ways to view files 

It's mostly only on the desktop (that is, in the Finder) that 
files are represented by icons; in most other places, they're 
identified simply by their names. The View menu lets you 
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display documents by names instead of Icons on the 
desktop as well. 

As you can see, you can list or display 

• by Small Icon — the same as by Icon 
except that the icons are smaller 

• by Name — in alphabetical order 

• by Date — in order of when you last 
changed them, with the most recent 
one first 

• by Size— from biggest to smallest 

• by Kind — with all the documents of a particular sort 
(applications, folders, MacWrite documents, MacPaint 
documents, etc.) grouped together 

• by Color — according to the order of the colors in the 
Color menu (this, of course, is only available on color 
monitors) 

The system folder 

The system folder Is treated specially by the Mac. It's 
where the Mac looks for the basic software that tells it how 
to operate: the System file, the Finder, MuItlFlnder, the 
drivers that tell it how to control various kinds of printers, 
etc. (By the way, this tutorial assumes that you're running 
the Finder, not MuItlFlnder, which is definitely what you 
should do when you're a beginner.) 

The system folder is so special that it gets a special icon 
on the desktop: 




them: 
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by Small Icon 
</by Icon 
by Name 
by Date 
by Size 
by Kind 
by Color 



Apple updates the System and Finder frequently, and 
changes to these two programs may make some of the 
screen shots and information in this section out-of-date. 

You can modify certain aspects of the System yourself, 
by adding or removing fonts or desk accessories (see the 
chapters on these topics for more details). 
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Cut Copy. Paste and the Clipboard 

One of the most elegant and useful concepts of Mac 
computing is that of the Clipboard— a temporaiy holding 
place for material that you cut or copy from one place so 
you can paste it in another. It's temporary for two reasons: 

• when you put something on the Clipboard, its current 
contents are replaced (that is, it can only hold one thing 
at a time) 

• when you shut off the computer, the Clipboard's 
contents disappear. 

To cut something, you select It (how you do that varies 
with the program you're using), then pick the Cut command 
from the Edit menu — or just hit CiTTl . Whatever you've 
selected disappears from its original location and is stored 
in Clipboard. (Many programs let you check the contents 
of Clipboard by choosing Show Clipboard from the Edit 
menu.) 

Copy ( r^lc] ) works the same way as Cut except that the 
selected material stays in the original location in addition to 
moving to the Clipboard. 

To paste what you've cut or copied, you just Indicate 
where you want it and hit (30 — or select Paste from the 
Edit menu. (How you indicate the spot to paste depends on 
the application you're in.) 

You can cut and paste both within and between most Mac 
programs. The amount of material you can transfer is 
virtually unlimited since, although the Clipboard is usually 
held in memory, it can also use disk space when it needs 
more room. 

Remember that the Clipboard will hold only one selec- 
tion at a time, so each time you cut or copy something new, 
the previous material disappears. On the other hand, since 
things stay in the Clipboard until you flush them, you can 
paste the same thing many different places — as long as you 
remember not to cut or copy anything else in the Interim, 
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If you simply want to get rid of something, you can just 
cut it and never paste it; it will disappear the next time you 
cut or copy. Or you can just hit the [ Delete] key after it's se- 
iected and it wiil disappear without even passing through 
the Clipboard, 

The Scrapbook 

Whiie the Clipboard is a temporary holding area for cut or 
copied material, the Scrapbook is a permanent file that you 
access with a command on the # menu. What you put in the 
Scrapbook stays there not only when you add more stuff but 
also when you turn the machine off, (You can, of course, 
remove things from the Scrapbook whenever you want.) 

Since you use Cut, Copyand Paste to get things into and out 
of the Scrapbook, they all pass through the Clipboard on the 
way. If you're just transferring a few things, it's easier to move 
them one at a time with the Clipboard — that is, to simply Cut 
and Paste them. If you have several things to transfer at one 
time, or if you want them to be available for pasting for more 
than one work session, the Scrapbook is more convenient. 

Dialog boxes and alerts 

Choosing a command with a trailing ellipsis (like Open... 
or Flint...) opens a dialog box (called that because the Mac 
is telling you something and asking for a response), Here's 
an example of a print dialog box. (They vary depending on 
what printer, and also what version of the printer driver 
software you're using.) 



LaserlUriter 


“LaserWriter II NT” 


5.2 


Copies:! 


M 


Pages: (§) nil OFrom: 




To: 


1 



Couer Page: (*) No O First Page O Last Page 

Paper Source: Paper Cassette Q Manual Feed 



[ Cancel ] 
[ Help ] 



'The circular and oval areas are buttons. You click on them 
to tell the Mac what you want. The three rectangles are 
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called text boxes; you type Information Into them (num- 
bers, In this case, but some text boxes ask for words). 



Dialog boxes can get more complex than this. For example, 
if you choose the Open command from the File menu while 
inside Microsoft Works, you'll get one that looks like this: 



Open File: 

?uip> 

mi lOorks lilord 
Types Processor 



■ 




Data 

Base 




Spread Communications 
Sheet 



Q chapters! 



□ 1 /general principles & bac... j 


a 


□ lO/iiiord processing (comp) 




□ 1 1/data processing (finish... 


jjjji 


□ 12/graphics (comp) 




□ 13/page layout(comp) 


II 


□ l4/communicating(Jsf) 




□ 15/integ progs, etc. (jsf) 


jiiii 

jjiji 


□ 16/good info(Jsf) 




□ 2/basic Mac hardware (co... 


g 



[ Open 1 C3IHD144 
[ Neu/ ] I [ C[T>ct ] 

[ Cancel ) j [ Driue ] 

□ Import i'lte 



Although this Open dialog box from Works is not the 
standard Open dialog box, many of Its elements are the same. 



As with all Open dialog boxes, this one contains a smaller 
list box (In its lower left comer). You can scroll through the 
documents listed in it and open one, either by doubleclicking 
on its name or by using the Open button on the right. There 
are several ways to scroll through the document names; the 
two most basic are to use the scroll bar or to drag down 
through the list of names. (For other ways, see the entry 
titled keyboard shortcuts In dialog boxes in Chapter 6.) 



Above the list box is the name of the folder which 
contains these documents (it's called chapters). On the right 
is the name of the disk on which the chapters folder is lo- 
cated (HID 1 44). Clicking on the Drive button switches you 
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between disks. When the disk or foider changes, so do the 
names in the list box. 

Here is another busy diaiog box, from PageMaker: 



Type specifications 



Font: 

Size: 

Case: 



Optimal 





10 


> 



points 



Normal! 



Type style: 

□ Normal (^Italic 

□ Bold □Outline 



Leading: 

Position: 

□ Underline 

□ Strikethru 



1 1 



ir^i 

[ Cancel ) 
points 



Normal} 



□ Shadow 

□ Reuerse 



The squares at the bottom of the box are another kind of 
button. The rectangles with drop shadows are calied popup 
menus, because they pop up out of the dialog box. The 
rectangles with the holiow triangles to their right are a 
combination of the standard text box that you type informa- 
tion in and a popup menu that you use to enter the 
information in the text box automatically: 



Type specifications 



Font: 



Optima 














10 


> 


points 


Size: 


10 



Type si 

□ Normal 

□ Bold 



Rll caps ^ 
Small caps [ 
^ Italic 
□ Outline 



Type specific 



Font: 



OptiiT 



Case: 



Norm 



Type style: 

□ Normal 

□ Bold 



6 
8 
9 

Me. 

tis^ 

m 

S4 

30 

36 

48 

60 

72 



ioints. 



lie 

line 



As you can see, dialog boxes can be quite complex in 
sophisticated applications. But the basics are always reas- 
suringly the same. 
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Similar to a dialog box is the alert box (or simply alert). 
In this case, there's no dialog between you and the Mac; an 
alert either warns you or gives you some information, and 
your sole role is to acknowledge that by clicking on an OK 
button. (Sometimes there's also a Cancel button to get you 
out of a place you didn't really want to be.) Here's an 
example of an alert box: 



Delete file “FirstMemo”? 
[ Cancel ] 



Buttons 

There are three kinds of buttons in dialog boxes — push 
buttons, radio buttons and checkboxes. 

Push buttons are rounded rectangles with commands 
inside them. When you "push" the button (click on it), the 
command Inside the button is executed. This is analogous 
to selecting a command from a menu. When a push button 
is also framed in a thicker rounded rectangle, it's the default 
button, which means that pressing [Return I or I Enter) on the 
keyboard has the same effect as clicking on the button. 

ra c Cancel ] [ Driue ] 

Radio buttons are used for lists of mutually exclusive 
choices. They're little circles with labels next to them; when 
you click on the circle, it nils in. As with the presets on a car 
radio, only one radio button in a set can be selected at a 
time, and one in the set must be selected at all times. So 
when you click on a radio button, the other radio button that 
was selected is automatically deselected. 



-Position 




-Position 


® Normal 




O Normal 


O Superscript 




O Superscript 


O Subscript 




(•^Subscript 
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Checkboxes (squares with labels next 
to them) are used for lists of options that 
aren't mutually exclusive. Clicking In a 
checkbox alternately turns It on and off, 
by putting an X in it and blanking It again. 

(When the same action does and undoes 
something like that, we call It a toggle.) 

Closing, quitting and 
the 'nothing screen' 

When you're done working on a document, the File menu 
of the program you're using gives you two choices — Close 
or Quit Quitting takes you out of the program and back to 
the Finder (that Is, to the desktop). C/os/ng leaves you in the 
program, so you can open another document. 

In many programs, closing a document (or the last 
document. If several were open) leaves you with a blank 
screen with no Icons on it, Arthur calls this the nothing screen 
(although nobody else does); it's a place where people 
learning the Mac often get lost — especially if they're in 
Multi Finder. 

The thing to remember Is that no desktop is completely 
blank — there's always the menu bar across the top. If you 
pop down various menus, you'll see that there are lots of 
things you can do. So here's the last basic principle: When 
in doubt explore the menu bar. 

Shutting Down 

When you're done working and want to turn off the Mac, 
the first thing to do is to get back to the desktop (to the 
Finder, in other words). Then choose Shut Down from the 
Special menu. In a second or so, the Mac will tell you it's OK 
to turn off your machine. 

It's very Important to shut down properly, and not simply 
turn the computer off. Shutting down gives the Mac time to 
do a little housekeeping and make sure everything you think 
is stored on the disk really is stored there. 



-style 
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□ Hidden 



68 



Tfie 9v(acintosh ‘SiBte. ‘Tfiird ‘Edition 




esp. for 
bcQinncrs 



Summary 

Here's a recap of the most Important principles to keep 
in mind when using the Mac: 

• You have to select something before you can do 
something. 

• By itself, selecting never alters anything. 

• To open icons, doubleclick on them. 

• When in doubt, explore the menu bar. 

(For a discussion of the theory and principles behind the 
Mac's user Interface, a good book is Human Interface 
Guidelines: TheAppie Desktop Interface, written by people 
at Apple and published by Add Ison- Wesley. Although it's 
primarily aimed at programmers, it's quite accessible and 
very interesting.) 
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Models of the Mac 



4 the Mac family (szA/Anj 

There are now three basic kinds of Macintosh computers: 

• Compacts. With built-in monitors, these are the size and 
shape of the original Mac. The SE and the SE/30 are the 
compact Macs currently in production; the Plus, the 
512, the 51 2e and the original 1 28K Mac are no longer 
in production. 

• Modulars. These are component systems, like stereos — 
the monitor isn't part of the CPU. So far, all modular 
Macs have been in the Mac II family, so throughout this 
book, we simply refer to modular Macs as Mac M's. In 
addition to the original Mac II (which is no longer being 
made), there's the llx. Ilex, lid and llfx (the last three of 
which are usually referred to without the II in front of 
their names). 

• Portables. So far there's only one, called — straight 
forwardly enough — the Macintosh Portable. 

All the models of the Mac are described below in entries 
of their own, but we've provided a chart In this entry that 
shows how they compare in four important areas: the size 
of their ROMs, the maximum amount of RAM they can 
handle, the processor chip they're built around (and the 
coprocessor, if any) and their clock speed. 

Before we get to the chart, let's discuss each of these 
areas in turn: 

ROM stands for read-only memory. It's the information 
that's built into the computer and doesn't need to be 
loaded in from disk. An increase in ROM size (from 256K to 
512K, say) makes the Mac smarter and capable of doing 
more things. It can also add convenience; for example, by 
the time the SE was Introduced, system fonts like Chicago 
and Geneva were built into the ROM. 
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(Like many words, ROM can be used to refer to either 
stuff or things. When you say. Mow much ROM does it have?, 
you're referring to the total amount of read-only memory, 
considered as undifferentiated stuff; when you say. It has 
the new 5I2K ROMs, you're referring to things — the chips 
themselves.) 

iMW stands for random-access memory but It would be 
more accurate to call it read/write memory— memory you 
can both write data Into and read data out of. A computer's 
RAM Is the working space in which you create and modify 
documents and do other work. All applications load at 
least partially into RAM, as do system files, Inits, etc. 

Manufacturers keep cramming more and more RAM 
onto memory chips; this changes how much memory a 
given Mac model will take. The figures In the chart are for 
the densest chips commonly available as of mid- 1990 and 
are for memory Installed inside the case, on the Mac's 
regular motherboard, not on an expansion chassis or an 
add-on board. 

Memory chips usually come packaged in SIMMs, single 
in-iine memory modules. The SIMM protects the actual 
memory circuits and contains the little prongs with which 
the chips plug into the computer. 

'The processor is the brains of the computer, where the 
actual processing of Information is done. It's also called the 
processing chip, the CPU (centrai processing unit) or simply 
the chip. (CPU Is sometimes also used to refer to the Mac 
Itself, as distinct from the keyboard, mouse, external moni- 
tor, etc.) Macs use Motorola processors from the 68000 
series; in general, the higher the number, the more advanced 
the chip's capabilities. 

A coprocessor Is a second processing chip that special- 
izes in math, graphics or some other specific kind of 
computation. When the main processor is handed the kind 
of job the coprocessor specializes in, it hands off the Job to 
the coprocessor, which takes care of it faster than the 
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processor could and then hands back the answer. The 
most common coprocessor chips used in Macs so far (the 
68881 and 68882) both specialize in mathematical com- 
putation. 

The operations of a computer are synchronized to a 
quartz ciystal that pulses millions of times each second. 
These pulses determine things like how often the screen is 
redrawn and how often the central processing unit ac- 
cesses RAM or a hard disk. The frequency of these pulses is 
called the computer's clock speed or clock rate and is 
measured in megahertz — millions of cycles per second — 
which is abbreviated Mtlz. 
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On the chart below, we give the clock speed in round 
numbers. That's the normal practice, but be aware that 8 
MHz, for example, is actually 7.83 MHz. 

Also be aware that clock speed alone won't tell you how 
fast a computer is. The 68020 and 68030 chips not only 
think faster than the 68000, they also move twice as much 
data at a time as the 68000 chip (in 32-bit chunks instead 
of 16-bit chunks). That's one reason why the Portable, with 
its 68000 chip, is slower than other 16-MHz Macs. The 
68030 also has a memory-management coprocessor (the 
68851 PMMU chip) built right into the chip, and that 
speeds things up too. 

The models are listed in chronological order. Those 
shown in italics are no longer in production. 



Mac 

model 


ROM 
(in K) 


maximum 

RAM 


processor 

(coprocessor) 


speed 
(in MHz) 


128 


64 


128K 


68000 


8 


512 


64 


51 2K 


68000 


8 


51 2e 


128 


512K 


68000 


8 


Plus 


128 


4MB 


68000 


8 


SE 


256 


4MB 


68000 


8 



T4 



QTie 9/(acintos(i ‘BiSCe. Third ^Edition 



II 


256 


6MB 


68020 (68881) 


16 


SE/30 


256 


SMB 


6S030 (6SSS2) 


16 


llx 


256 


SMB 


6S030 (6SSS2) 


16 


Ilex 


256 


SMB 


6S030 (6SSS2) 


16 


llci 


512 


SMB* 


68030 (68882) 


25 


Portable 


256 


2MB 


68000 


16 


llfx 


512 


SMB* 


68030 (68882) 


40 



* Under System 7, these machines will be able to 
accommodate more RAM than SMB. 



Here are a couple of points the table makes obvious: 

• Despite its late introduction, the Portable is sort of a 
throwback, since it uses the same 68000 processor as 
the earliest Macs (although it runs much faster than they 
did). 

• In a certain way, the Mac II is the black sheep of the 
family — the only Mac with a 68020 processor. (For more 
on why this is a technological dead end, see the entry on 
the Mac II below.) 

The diagram on the next page (another one of Sharon's 
brilliant illustrations — A!i) gives you a more visual way of 
looking at the history of the Mac. In general, as you go up 
and to the right, the machines get more powerful — ^so the 
least powerful Mac, the original 1 28K model, is in the lower 
left comer, and the most powerful (so far), the llfx, is in the 
upper right comer. 

4 what's in a name? 

How that there's a whole family of Macs, here's how to 
keep track of what their names mean. Words, letters and 
roman numerals refer to the basic model: Plus, SE, Mac II, 
llx, etc. Arabic numerals less than 1 0 Indicate megabytes 
of RAM, while arable numerals over 1 0 Indicate how many 
megs are on the hard disk. Thus the Mac Ilex 4/80 has four 
megs of RAM and an 80-meg hard disk. 
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Processor: 68020/ 




The SE/30 violates these naming conventions, because 
the 30 in its name refers to the 68030 chip the machine is 
built around, rather than a 30-meg hard disk. Apple usually 
uses an X to indicate the 68030 chip — as in IIx, Ilex and 
Ilfx — but they apparently didn't think we could handle a 
machine called the Macintosh SEx. 




trivia 



4 the classic Macs 

Isn't classic a nicer word than obsolete to refer to the 
first three models of the Mac — the original 1 28K, the 512 
and the 512e? The number in each name tells you how 
much RAM the machine has. The 128 and 512 have 64K 
ROMs and single-sided (400K) floppy-disk drives. The 51 2e 
(for enhanced) has the 1 28K ROMs and double-sided (800K) 
drives. 

The keyboards that came with these models didn't have 
numeric keypads or arrow keys — although, if you want 
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very good 
feature 



those features, a Mac Plus keyboard will work with these 
machines. [However, If you don't want those features, and 
the space-wasting clutter they entail, you unfortunately 
can't use these early keyboards with more recent Macs . — 
AH) All three models were fanless (allowing you to work in 
blessed silence — AH). 



While the classic Macs still work fine if you use the 
software that was current back when they were made, 
there's virtually no recent versions of software that will run 
on them, (For what to do about that, see the entry below on 
upgrading.) 



ft the Plus 

j?p] At $ 1 800 list, the Mac Pius was, as 1 wrote this in the 

summer of 1990, the low-end — whoops, 1 mean entry- 
level — Mac. I've just heard, however, that it's now out of 
beginners production. Thls means the price should be dropping. It 
also means that, if you want one, you'd better snap one up 
before they're ali gone. 

The Plus's keyboard has 78 keys. Including a numeric 
keypad and arrow keys. It was the last Mac to use the old- 
style mouse, and the last not to have a fan. Its battery is 
easy to replace — you just snap it in and out. 

The Plus comes with one meg of RAM which can be 
expanded to a totai of four megs. The Plus wasn't designed 
to allow for things to be added inside — an internal hard 
disk, say, or a video card for an external monitor. That's 
not to say it can't be expanded — Radius had Its full-page 
display up and running on Pluses before the SE was bom. 

With a hard disk and an extra meg of memory (which 
only costs about $80), the Mac Plus remains a viable 
system for serious work. (I agree that the extra meg Is a 
good Investment. But if the software you're using isn't a 
memory hog, you can do serious work on a Plus with just 
one meg. I've written several books using that configuration, 
or less powerful ones. — AH) 
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fk the SB (szA/Aii) 

The original SE, like the Plus, came with an 800K drive, 
but now it comes with a 1.4-meg SuperDrive. The SE 
introduced the 256K ROMs and was the first Mac to have a 
fan. 

Since the SE has ADB connectors, you can get it with 
either of Apple's ADB keyboards — the 81 -key standard or 
the 105-key extended. (This is true of all the models 
below.) The SE's batteiy is soldered in, so you can't 
replace it yourself (but they say it will last seven years). 
There's one slot for expansion cards. 

You can soup up an SE in lots of different ways, but 
Apple currently sells three configurations (each includes a 
mouse and, of course, the screen, but the keyboard is 
extra). With a meg of RAM and two internal SuperDrives, it 
currently lists for about $2600; with a 20-meg hard disk 
instead of one of the SuperDrives, it lists for about $3000; 
with two megs of RAM and a 40-meg hard disk, $3400. You 
can expand the RAM on any of these systems to four megs. 

fk the SE/30 (S 2 ^/Aii) 

The SE/30 is similar to the SE, but it's built around a 
68030 processor chip running at sixteen megahertz, aided 
by a 68882 math coprocessor chip, 'This combo makes it 
about four times faster than the SE overall. 

The SE/30 is also the only compact Mac to offer advanced 
sound capabilities and stereo output. Another important, 
often over-looked feature of the SE/30 is that it has color 
QuickDraw in its ROM, which means that with the correct 
video card, it will produce color output. 

The cards that go in the SE/30's Direct Slot expansion slot 
aren't compatible with those that go in Mac IPs or with 
those that go in the regular SE's slot. 

An SE/30 vrtth a meg of RAM and a SuperDrive currently 
lists for about $3900; with a 40-meg hard disk, for about 
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$4400; with four megs of RAM and an 80-meg hard disk, 
for about $5600. You can expand the RAM on any of these 
systems to eight megs. 



# the Mac H (szA/Aii) 




things 
to came 



The Mac il has been out of production for quite a white 
now. Since it's the oniy Mac with a 68020 processor chip, 
it's destined to become something of an orphan. Future 
software is either going to be written to run on ait Macs 
(inciuding those with 68000 chips), in which case it won't 
take advantage of the 68020's added power, or it's going 
to be written for the 68030 chip and thus won't run on the 
Mac it at ati. 



Buying a used Mac il is a tittle tike buying a Lisa used to 
be — it may be worth doing if you get a great deai on it, but 
be aware that you're probably going to want to upgrade at 
some time in the not-too-distant future. 



il the llx (szA/Arf) 

Like the SE/30, the llx is buiit around a 68030 proces- 
sor chip running at sixteen MHz and a 68882 coprocessor. 
It uses the 256K ROMs and will take up to eight megs of 
RAM. It has six slots and stereo sound output, but (for 
some reason) no port for an external floppy drive. 

A IIx with just a single floppy drive currently lists for 
about $5300. With a 40-meg internal hard disk, it lists for 
about $6000; with an 80-meg drive and four megs of RAM, 
for about $7200; and with a 160-meg drive and four megs 
of RAM, for about $8300. 



# the Ilex (szA/Aii) 

The Ilex is the same as the llx except for three things: 
it's smaller, it has only three slots instead of six and it has 
a port for an external floppy disk drive (which can be useful 
if you're doing extensive floppy-to-floppy copying). 
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With a floppy drive and a meg of RAM, It currently lists 
for about $4700; with four megs of RAM and a 40-meg hard 
disk, for about $5400; with four megs of RAM and an 80- 
meg hard disk, for about $6600. in other words, each 
system costs about $600 less (at list) than a comparable 
llx. 



4 the Ucl (Aii) 



Based on a 25MHz 68030 microprocessor, the cl really 
rips along. You can speed it up even more with a third-party 
memory-cache card, like the Fast Cache from DayStar. The 
ci's speed comes In handy if you work with large databases 
or spreadsheets, or complex graphics. 1 love it for how 
quickly it moves me between two-page spreads in 
PageMaker. 




power USCT3 



The cl's footprint is the same as the ex's (approximately 
12" by 1 4") and, like the cx. It has three slots. In a way, the 
ci has four slots, because its built-in video capabilities let 
you use monitors (up to 640 x 870 pixels) without having 
to install a separate video card. But be aware that running 
a grey-scale or color monitor off the built-in video chip 
slows things down a lot; for those monitors, you really 
should get a separate video card. 



Finally, the ci has some advanced capabilities (32-bit 
addressing, and 32-bit QuickDraw built-in) that give it 
some real advantages under System 7. 



The ci currently lists for about $6300 with one meg of 
RAM and no hard disk. With a 40-meg hard disk, it lists for 
about $7000 and with an 80-meg hard disk and four megs 
of RAM for about $8700. 



4 the Portable (An) 

Expensive (about $5800 list, or about $7150 with a 
hard disk and two megs of RAM) and heavy (over 20 lbs for 
the hard-disk model in the case, with the power supply), 
this is nevertheless a high-powered and well-designed Mac 
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you can take anywhere. And when you get there, you've 
got a Mac to use. not some odious stripped-down PC. 
That's something Mac iovers have been anxiousiy awaiting 
for a long time. 

The Portable has a nice crisp screen that's fast enough 
to show you the pointer as it moves, even when you move 
it quickly. The screen is easy to read in bright light, but it 
has a weird double image in dim light. 

Although the screen is physically smaller than those on 
compact Macs, it has 640 pixels across and 400 from top 
to bottom, compared to the compact Macs' 512 x 342. 
This means it can display 46% more information (the 
whole width of a letter-sized page, for example). It does 
that by using smaller pixels (dots). I don't consider that a 
disadvantage; to my eye, the compact Macs' 72-to-th e-inch 
pixels are too big — horsy, as a designer might say. 

The sophisticated power-management system and spe- 
cial low-power RAM chips maximize batteiy life; together, 
they make it possible to get 6-12 hours out of each 
battery. What's more, the batteries are rechargeable (or 
they will be, if Apple ever ships the recharger — I've been 
waiting nine months for mine). 

The Portable's memory is only expandable to two mega- 
bytes (until eight-meg SIMMs start being made). The extra 
memory is handy, but the special chips used in the Portable 
are much more expensive than normal ones. Apple charges 
$650 (list) for the one-meg upgrade, compared to an Apple 
list price of $300 (and a street price of about $80) for a 
meg of regular memory chips. 

You can plug the Portable into the wall without an 
adaptor virtually anywhere in the world, since it automati- 
cally handles 85-270 volts and 48-62 Hz (cycles per 
second). (The US uses 110 volts and 60Hz, but many 
foreign countries use 220 volts, 50Hz or both.) 

If you (like most people) don't like using a trackball, you 
can plug a mouse into the Portable, There's even a nice 
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compartment for it in the case. The built-in keyboard 
seems fine to me. but if you don't like it you can also plug 
in any ADB keyboard. 

All in all. the Portable is a slick machine. It's a pain to lug 
around but a joy to use. If you have strong arms, good credit 
and a need for it I doubt you'll be disappointed with it. 

4 the Portable (sza) 

Despite Arthur's closing remark. I was veiy disappointed 
with the Portable. After lugging it around four airports on a 
trip. I was veiy grateful that I had borrowed it not bought it. 
(Maybe Apple should rethink its markeUng for the Portable 
and target brawny, he-man computer nerds, guys who do a 
hundred curls each morning with an ImageWriter in each 
hand. — ATI) And why did Apple emblazon its name and logo 
on the canying case? To ciy out HI! Steal me! in airports? 

On my next working vacation. I'm just going to ship my 
cx ahead to meet me there. (Or if I splurge and get a 
second computer. I'll buy a compact Mac to ship around.) 

4 the Hfx (An) 

In Ken Kesey's fabulous novel. One Flew Over the 
Cuckoo's Hest, Randall McMurphy describes himself as 
'the bull-goose loony.' Well, the fx is the bull-goose Mac. 
As the brochure says, it's 'for people who need the ultimate 
in Macintosh responsiveness.' 

Using an fx for most common Mac tasks is like shooting 
at a fly with a bazooka (except it's easier on your walls). But 
for high-end jobs like manipulating 24-bit color images or 
computation-intensive operations, it's the only way to go. 

The fx's 68030 chip runs at 40 MHz — five times faster 
than an SE or a Plus — but the speed improvement is even 
greater than that, thanks to sophisticated hardware en- 
hancements like a 32K static RAM cache. Access to SCSI 
devices like hard disks is also speeded up. 
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The fx comes in the larger, six-slotted case, like the IIx and 
the II, but It has a variable-speed fan and the case doesn't 
make that hideous cracking sound when you open it. 

The fx's speed and power don't come cheap (although 
they do come cheaper than on comparable workstations 
made by most other companies). The current list price for 
the base model, which comes with a floppy drive and four 
megs of RAM, is about $9000. With a built-in 80-meg hard 
disk, it lists for about $ 1 0,000, and with a built-in 160-meg 
hard disk, for about $1 1,000. 

il comparing pairs (szA/Aii) 

When shopping for a Mac, most people narrow down 
their choice pretty quickly but then wonder if — for a little 
more money, or a little less — they should get the model 
above or below the one they thought they'd decided on. To 
facilitate that kind of decision-making, here's a list of Macs 
compared by pairs: 

Plus vs. SE : You can put an internal hard disk in the SE, 
and its expansion slot lets you add an accelerator board or 
a card for another monitor. (It's possible to add an external 
monitor to a Plus, but it wasn't designed for that.) The SE 
has more ROM than the Plus, but from the user's point of 
view that doesn't make that much difference — ^without a 
higher clock rate, the speed of the computer isn't changed 
much, 

SC vs. SE/50 : The difference is speed, speed, speed and 
speed. (Okay, and total memoiy capacity — the SE/30 can 
be expanded to eight megs of memory, while the SE only 
goes to four.) With its faster CPU and higher clock rate, the 
SE/30 is four times faster than the SE. 

You don't necessarily need to go to the SE/30 to get more 
speed; many third-party vendors sell 16-MHz accelerator 
cards for about $400-$500 that reaily light a fire under the 
SE. But they still don't make it as fast as an SE/30, 
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The SE/30 has another advantage: because it has the 
current 68030 processor, it won't be outdated as soon as 
the SE wiil be. (SE's made prior to about August, 1989 
can't read 1.4-meg floppies, but current models can.) 

SE/30 vs. Ilx or Ilex : Portability is the main issue here — 
and the fact that if you want a large screen, you'll have two 
screens with the SE/30 but just one with a Ilx or cx, (It 
probably won't even cost you more, bought from a third 
party.) Still, if you don't need portability, you do get two 
extra slots in the cx and five extra slots in the Ilx, 

Ilx vs. Ilex : The Ilx offers six expansion slots and the cx 
three; but the Ilx takes up more room. Three slots are 
plenty for most people, but the difference (at current list 
prices) is only about $600, so if the extra three slots are 
worth $200 apiece to you, go for the llx. 

Ilex vs. Ilci : One main difference is speed. Out of the 
box, the ci is about 56% faster than the cx, thanks to its 25 
MHz clock speed. And with a third-party memory card in 
the ci's cache connector slot, you can speed things up 
another 20-30%. 

The ci also comes with a built-in video card, so factor 
that in when you're comparing prices for a total system 
built around either of these models. But remember, the 
ci's built-in video card should be used only with a black- 
and-white monitor; with a gray-scale or color monitor, it 
slows the machine down too much. 



Finally, the ci has some advanced capabilities that 
would be boring to explain but which will mean greater 
speed and power under System 7 (and beyond). 

Ilci vs. Ilfx : Here again, the difference is speed, but it's 
a rare Mac user who needs any more speed than the ci 
can provide. Those of you who do, know who you are and 
certainly don't need advice from mere mortals like us. 
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fl upgrading your Mac 

You can't turn a sow's ear into a silk purse, but you can 
turn a 512 Mac into a Plus — or perform other minor and 
major upgrades from one model to another. Upgrading 
involves a number of elements — the ROM, the clock speed, 
the Internal drive, amount of RAM — and can be done with 
Apple's upgrade kits or ones from other vendors. (We're 
not covering RAM upgrades here; see Chapter 3 for Info 
about adding memory to your computer.) 

Whether or not an upgrade is cost-efficient is another 
stoiy. You may find It more worth your while to, say, sell a 
Mac Plus and put the money towards the purchase of a new 
SE, rather than to upgrade the Plus. 

\ ^ Personally, I've always used the trickle-down theory 
Instead of upgrading. 1 buy a new model and give my 
3 > current one to the kids. 'The one they've been using gets 

sold. That worked fine for the 128, 512e and Plus — 
although I ripped out the extra memory from the Plus 
before I gave It to them — but they're not getting my cx 
when 1 move on from It! (I bet they will. By that time, you'll 
probably think of it as an old, slow machine. — ArfJ 

I'll want something faster, but I'm not giving a cx to two 
kids whose ages added together don't make them an adult. 
Readers can tune In to future editions to see what really 
happens. 

Here are some basic upgrade paths: 

from a classic Mac : The original 128K Mac, Mac 512 and 
512e can all be upgraded to a Mac Plus. Tor the 128 and 
512 models, you need the Macintosh Pius Disk Drive Kit. 
which includes the 800K drive and 128K ROMs and which 
lists for about $300. (The 512e already has those parts.) 

You also need the Macintosh Pius Logic Board Kit, which 
lists for about $650. This brings you up to one megabyte of 
memory and gives you a SCSI port — as well as a new rear 
panel for the case to accommodate the SCSI port. 



chapter 2 — ^asic 9^ac ftardware 



85 



That's $950 so far, not counting a new keyboard if you 
want a buiit-in numeric keypad and arrow keys. Some 
careful shopping can probably find you a new Mac Plus for 
not much more than that — and you can certainly find a 
used one for less than that. 

Clearly, upgrading a classic along Apple's path isn't 
worth the money. But keep in mind that dealers get rebates 
for the parts that they turn In when the upgrade's done; 
that gives you bargaining room and you might be able to 
get both upgrade components for about $750. 

From a Plus : 'There's no way to turn a Plus Into an SE — 
you can't exchange Its 128K ROMs for the 256K ones and 
the 1 .4-meg floppy drive isn't available for the Plus. But 
you can boost the Plus's speed even beyond the SB's by 
installing an accelerator board like the one from Radius 
(list price, about $800), 

rrom an SE : First, if you have an old SE with an 800K 
drive, you can get Apple's SuperDrive replacement (the 
Macintosh SE FDtlD Upgrade Kit) for about $600. 

You can also turn an SE Into an SE/30 with Apple's 
Macintosh SE/30 Logic Board Upgrade Kit. This kit, which 
costs about $1700, gives you the SE/30 main board and 
the SuperDrive, as well as a replacement for part of the 
case to accommodate the SE/30's different expansion 
slot. 

From a II to a IIx : Apple's upgrade kit to change your II 
into a IIx is about $2200. Por that price, you get to swap 
your existing innards for new ones, giving you the IIx logic 
board and the SuperDrive kit. Or you can get just the drive 
kit ($600) and get the 68851 PMMU chip you need to put 
on the logic board from another company, for about $300. 

From a IIx or Ilex : You can speed the performance of 
either of these models Into the Ilci range by getting an 
accelerator board. The llci logic board replacement (for 
the Ilex only) is about $2400. 
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From a II or llx to an fx: Believe It or not, the price Is the 
same whether you're going from the II or IIx; $3000, As 
with other board-swap upgrades, the dealer gets a credit, 
and so might be open to some bargaining. (You naturally 
can't upgrade from a cx or cl to an fx, since the cases are 
different sizes.) 

'Two places you can get non-Apple upgrade kits are 
Computer Care and MacProducts USA— you'll find them 
both In Appendix B. 


A 

important 

warning 


General hardware tips 

ft Macintosh slots 

Macintosh slots come In four confusing varieties: 

• the SE Expansion Bus, available only on the SE 

• the Direct Slot, available only on the SE/30 

• the NuBus slots used in the Mac II line 

• the special slots in the Portable. 

Apple's liuBus structure is almost unique In the com- 
puter world, because the cards don't have to fight for 
priorities (who gets to go first). The Mac's main board 
handles all the traffic (the signals to and from the installed 
boards). 

Be aware that cards made to work In one kind of slot 
won't work in another. Fortunately, you won't really have 
to remember the type of slot you have— just make sure you 
get a card that's made for your computer and not for some 
other model. 

fl replacing the battery 

Batteries in Mac models up to and including the Plus 
eventually need to be replaced, although they'll last for two 
or even three years. They're easy to get at— just remove 
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the battery cover, snap out the old battery and snap in the 
new. It's an ordinary AA battery. 

In SB's, Mac II's and IIx's, the special lithium battery is vcty b^ 
soldered to the main board and can only be replaced by a 
dealer. (The II and the IIx have two batteries soldered In.) 

We were all told originally that these batteries had a seven- 
year life, but It seems that maybe that's the shelf life. In 
talking to a few repair services. I've found that they're 
getting Mac II's In for repair because of dead batteries — 
and they're barely three years old. 

The battery In the Ilex, cl and fx Is on the main board, 
but It's easy to remove it from the socket and replace it. 

When do you know you need a new battery? When you 
lose Control Panel settings — time and date, for instance — 
when you shut off the machine. Your Mac, of course, will 
work whether or not you give it a fresh battery but you'll get 
tired of resetting all your Control Panel options, 

4 clearing parameter RAM 

The Mac's battery provides power to a special area of 
memory called parameter RAM, or FRAM (usually pro- 
nounced pram but techies prefer FEE-ram so that's probably 
the more correct pronunciation). In addition to keeping 
track of the date, time and various Control Panel settings, 
parameter RAM also remembers what's connected to the 
printer and modem ports on the back of the Mac. 

If the Information in parameter RAM ever becomes 
corrupted, you can reset It to the original defaults. On any 
Mac up to the Plus, you can do that by removing the battery 
for ten minutes. On later models, you have to zap the FRAM. 

(You can do this on the earlier models too, if you prefer.) 

To zap the PRAM, restart from a floppy that has the 
Control Panel desk accessory on it. Open the 4 menu and 
select Control FanelwMle holding down [Shift I option 1 38 1 . You'll 
get a dialog box that looks like this: 
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Vou are about to zap the 
PRam. 



Most parameters such as the 
default boot deuice will be changed 
when the system is re-started. Do 
you want to do this? 



I VM I II NO II 



Click yes. 

Clearing the PRAM by either method returns all the 
Control Panel settings to their defaults, so you'll have 
some resetting to do. Conveniently, though, it doesn't 
change the time or date. 



Tips on Mac H's 

tl opening the case (ati/sza) 

Mac IPs provide expansion slots, and to get at them, 
you're going to have to open the case. There are two basic 
kinds — the larger, six-slotted box used for the Mac II, IIx 
and fx and the smaller, three-slotted box used for the cx 
and cl. 

On both boxes, you have to begin by removing a single 
screw at the center back of the case. (If you like, you can 
just leave the screw out of the back altogether, so you 
don't have to worry about finding a screwdriver every time 
you want to open the case.) 

On the larger case, you then have to push in the two 
latches on either side of the top (at the back) and tilt the 
cover forward. A hideous cracking noise ensues (except 
on the fx, which has an Improved case). It sounds like 
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you're breaking something, but that's how it was de- 
signed; yes, beiieve it or not, it's realiy supposed to sound 
like that. 

Make sure you haven't accidentaiiy left an ^ected (but A 
not removed) floppy in the disk drive. If you did, you won't / 
be abie to get the top off, and trying to wiil pry the disk up topJItant 
inside the drive. w^ming 

When you put the cover back on, you have to take some 
care to iine up the front of the cover with the front of the 
case. After a while you'll see what goes where, but it's not 
terribiy obvious. Sometimes the cover catches in the back 
but not the front; when that happens you can usuaily just 
push down on the front and snap it into place (even after 
you've reattached the little screw in the back). 

The smailer case for the ilex and ci has different — and 
more convenient — latches at the back. You're spared the 
terrible cracking sound, but the procedure is about the same. 

fl the opening chord (ati) 

When you turn a Mac II on — by pushing the button at the 
center top of the basic ADB keyboard or the upper right 
corner of the extended keyboard — it strikes a chord (C 
major, in case you're wondering). This teiis you that all is 
right with the machine— or at ieast that certain basic things 
are right. 

If something's wrong, the notes sound separately rather 
than together. The harsh, broken chord (or arpeggio) means 
one of your memoiy chips is bad or, more usually, that a 
SIMM is simply not seated firmly in its socket. At worst it 
means you'll have to replace the main board of your 
computer. 

Apple trains service personnel to be able to recognize 
what's wrong with your computer by which particular bro- 
ken chord it plays on startup. 
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4 the programmer's switch (ah/sza) 

The programmer's switch Is that little piece of plastic you 
didn't know what to do with when you got your Mac. Despite 
its name, it's not just for programmers — it's for anyone 
whose Mac crashes occasionally (and that's all of us). 

On the Mac II, IIx and Ilfx, you install the programmer's 
switch in the rearmost vents on the right side of the case, 
with the loose ends of the buttons facing up. It snaps into 
place; you don't have to open the case. On the Mac Ilex 
and Ilci, you do open the case and install the switch on the 
front of the machine, on the left side (the pictures in the 
manual make the procedure very clear). Putting the switch 
on the front of the machine wasn't a great idea, because 
it's much more likely to get accidentally hit by a book or 
something than when it's on the side. 

The switch actualiy has two buttons — reset and inter- 
rupt. On some Macs, each of the buttons is labelled; on 
others, they're marked by symbols (a left-facing arrow for 
reset, a circle for interrupt). In any case, when the switch is 
on the side of the Mac, the reset button is the one nearer 
the front of the machine; when the switch is on the front of 
the machine, the reset button is on the ieft. 

The interrupt button is pretty much just for programmers; 
the reset button Is for the rest of us. If your Mac crashes 
(and you don't have a dialog box that provides a Restart 
button on the screen), don't switch the power off and on 
again — press the reset button Instead, This avoids the 
electrical power surge the Mac experiences each time you 
switch It on. 

4 locking the power switch 

The power switch on the back of a Mac Ilex and cl can 
be locked in the on position, so that the computer auto- 
matically restarts after a power Interruption (which is use- 
ful if you're using it as a file server). To lock the switch, 
simply rotate it — ^wlth a paper clip or some other handy 
tool — ^so that the notch Is vertical. 
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fl the n's fans (ah) 

Before I got a Mac II, I was afraid the fan was going to 
drive me crazy (the one on the original SE certainly did). 
But I've found the fans on all the II's I've used (a II, cx and 
cl) to be a lot better — not nearly as nice as silence, you 
understand, but quite bearable. 

That's because they put out white noise (sounds at ali 
frequencies) or something pretty close to it. White noise 
drowns out other noises and is even considered soothing 
by some. I wouldn't go that far, but you can actually work 
in front of a Mac II. 



ft keeping them quiet (sza) 

If the fan in your Mac II gets noisier as you work, make ^ 

sure there's enough space around the vents. If there Isn't, » — 

the Mac will heat up and the temperature-controlled fan 
will work harder. 

Also, if you don't need to use all the expansion slots 
(and who does?), skip the one closest to the power supply. 

The heat generated by a card in that slot can also make the 
fan run faster. 



4 the startup battery on the II and nx 

Mac II's and IIx's have two batteries. The one toward the 
front powers up the Mac when you hit the on key on the 
keyboard. The other powers the parameter RAM (the time, 
date and Control Panel settings; for more on that, see the 
entry called clearing parameter RAM on page 87). 



The startup battery dies more quickly because of the 
repeated strain on it, and when it dies you won't be able to 
start your computer. (This less-than-brilliant design has 
been changed from the cx on.) Don't let anyone tell you 
your Mac's logic board is dead and needs replacing until 
they've determined that it's not just a dead battery. 




important 

warning 
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The smart thing to do, however. Is to replace the battery 
before It dies. It's a four-volt battery. If It reads 3.3 volts or 
below on a battery tester. It's time to replace It. Three volts 
is dead for startup purposes. 



# the iVs missing hard disk Icon 




bug 



Early versions of the Mac ll had a bug that messed up 
parameter RAM when an application crashed, and other 
things can confuse PRAM as well. One result can be that 
your Mac will lose track of an internal hard disk; Its Icon 
won't show up on the screen. You can often recover from 
this dilemma by "zapping" the PRAM — that Is, making It 
revert to Its default settings. (For more on this, see the 
entry clearing parameter RAM on page 87.) 

The next time you restart the machine, the Icon for your 
Internal hard disk should reappear (unless there's some- 
thing seriously wrong with the disk) and most — but usually 
not all — of the settings In parameter RAM will revert to their 
default values (time and date are never affected). 



4 don't double-up on disks (ah) 

A lt's a lot less obvious when there's a disk In a Mac IPs 
floppy drive than it Is on an SE or a Plus. Several times I've 
important Wed to sUck a second disk In and once or twice I've 
warning actually succeeded (the second disk slides In over the first 
at an angle). 

I've always been able to get the second disk out, but 
this can't be good for the drive, so pay special attention to 
whether that drive slot Is occupied before you blithely 
shove a disk Into It, 




bug 



4 the Mac ltd and Apple's CD-ROM player 

After the lid's Intro, Apple found (to Its embarrassment, 
we assume) that It didn't work with the CD-ROM drive. 
Version 3,01 of the CD-ROM driver (software) solves this 
problem. You can get It free from your Apple dealer. 
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Tips on compact Macs 

ft opening the case (sza) 

The compact Macs weren't designed to be opened by 
anybody but a certiPied technician — and even then only for 
repairs. Mobody at Apple imagined that users would want 
to install more memoiy, a fan, an internal hard disk or 
anything else. (1 guess we weren't supposed to be able to 
improve upon perfection.) 

As a result, you need special tools and special techniques 
to open the case. The following Information is provided 
because it's common knowledge and veiy useful — but we 
can't officially recommend it. Why? Well, for one thing, 
opening the case voids your warranty with Apple, There 
must be some way they can tell. (You bet your boots there 
is, says one of our tech editors who works at Apple.) 

For another thing, the Mac contains high-voltage com- A 
ponents, as well as capacitors that can hold those high / i\ 
charges for 30-60 minutes after you turn the Mac off. If you important 
don't know what's going on in there and what precautions "'"nJng 
to take, you shouldn't be messing around inside your 
computer. 

The first tool you need Is a Torx T-1 5 screwdriver with a 
long shaft — at least 8 inches. The early Macs, up to and 
including the Plus, have five screws — two deep inside the 
handle (that's why you need the long shaft), two just above 
the row of ports at the bottom of the back and one Inside 
the battery compartment. Since SE's don't have battery 
compartments, they only have four screws. 

To open the case, put a towel down on a level surface 
(to protect the screen) and place the Mac face down on top 
of it. Remove the battery cover and battery (unless you're 
working on an SE) and unscrew all the screws. Don't worry 
about actually removing the screws— just leave them in 
their holes in the case. 
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Mow you need another special tool — variously referred 
to as a cracker or a splitter. The two pieces of the compact 
Mac case are ve/y firmly snapped together and you need to 
wedge something In the seam between the pieces to piy 
them apart. Apple sells a case cracker to its dealers and 
technicians but they're not available to the rest of us. An 
architect's three-sided ruler works pretty well. 

I saw another wonderful substitute tool at a friend's 
office — but he's an orthopedic surgeon and the tool was 
designed to crack open fiberglass casts and costs several 
hundred dollars. Another friend of mine made a splitter 
tool In a school metal shop. It's a simple door hinge with 
the edges filed thin enough to fit In the crack In the Mac's 
case. Attach handles to each side of the hinge so that they 
extend beyond It and are about half an Inch apart when the 
hinge is closed. When you squeeze the handles together, 
the hinge pries the case apart. 

Once you crack the case — using whatever tool — ^slowly 
and carefully lift the back piece off. If you've left the screws 
In their holes, you'll want to keep It level as you find a place 
to put it down. 

Compact Macs have an RF shield that covers the area 
around the ports at the bottom of the back. On early 
models. It's shiny metallic; on later models. It looks more 
like cardboard, 

4 installing the programmer's switch (An) 

If you don't know what the programmer's switch is, see 
the entry on it in the previous section. To install It on 
compact Macs, you snap it Into place in the rearmost vents 
on the left side of the Mac, with the loose end of the 
buttons facing down (you don't have to open the case). 

ft quieting the original SE (szA/Anj 

Early SE's had cheap, noisy, squirrel-cage fans that were 
eventually replaced by better ones. Early SE's also had 
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some very annoying screen jitters. Apple's policy for the 
screen jitter problem, though not advertised. Is to replace 
the main board for free. Quess what the fan's attached to? 



If you tell your dealer you've got a noisy fan, he'll sell you 
a new fan. If you tell him you've got screen flicker, he'll 
replace the board for free. (If the dealer tells you he doesn't 
know about that replacement policy, tell him to check with 
the home office In Cupertino.) 




If you feel funny about taking that approach, Apple will 
sell you a new fan for about $90 (part number 076-031 1). 
But why do that when you can get the $50 SE Silencer from 
Mobius, a bladed fan that runs slower than the original and 
has a two-year warranty? 



Installing the Mobius fan is relatively simple and shouldn't 
take more than about fifteen or twenty minutes. But be 
careful not to zap any chips with static electricity, watch 
out for high voltage around the picture tube and make sure 
you don't break the neck off the tube (as one friend of 
Arthur's — who shall, to his great relief, remain nameless 
(don't worry, Eric) — did twice). Also be aware that once you 
open the SE, its warranty is voided. 



# adjusting the voltage (Rich woifaon) 



Early Mac Pluses were notorious for their failing power 
supplies. (Sharon went through three in less than two years 
and Arthur went through four in less than a year.) This 
problem has been fixed In more recent Pluses, but If you 
have an old one, you can keep the unit from overheating — 
if you know some basics and have the right tools — by 
making sure the voltage Is set to exactly five volts. 




Open the case and use a volt meter to check the voltage 
between pins 1 and 2 of the mouse port. Using a plastic 
screwdriver or a TV alignment tool, adjust the potentiom- 
eter at the side of the machine to five volts. The voltage 
changes as the unit heats up, so leave It on for five to ten 
minutes and check that It's still at five volts. 
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Most Mac Pluses come set to anywhere from 4.8 to 5. 1 
volts despite Apple's recommendation that they be set to 
exactly 5,0 volts. In one of our campus computer labs of 
more than a dozen Mac Pluses, there wasn't one that was set 
to the correct voltage. We had one power supply problem 
early on, but none after we set the voltages correctly. (And 
the Macs have been In use for three years now.) 

4 keeping it cool (Rich woirson) 

Another way to avoid potential problems in a Mac Plus Is 
to install a fan to keep It from overheating, A piezoelectric 
fan is small. Inexpensive and makes very little noise. (For 
more on this, see the chapter on hardware accessories.) 



# fixing the power supply (Rich woifson) 




power users 



When the power supply in a Plus fails, you don't have to 
replace the whole thing — It's almost always just the flyback 
transformer and Its related parts that are causing the 
problem. One company that sells flyback-transformer parts 
kits is Soft Solutions. Their prices and service are good, 
their tech support is great and their parts are heavy-duty — 
exceeding the Mac's minimum requirements. 



Tips on the Mac Fortable 

4 opening It up (An) 

A If you're not careful to fully release both catches when 
opening the Portable's screen, you can unintentionally lift 
Important up the whole computer In the process, only to drop the 

warning bottom pait of It back down on the table with a resounding 

crash when the screen finally opens. (An adroit, graceful 
person like myself would never do anything like this. No 
way. But you may not be as agile as I am, so read on.) 

To open the Portable, push In firmly with your thumbs at 
the ends of the handle to release the catches. Then lift the 
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screen from either side with your fingers, making sure 
you're not also lifting the bottom part of the computer. The 
hinge on the Portable's screen is quite stiff, so it may take 
you a while to get used to the amount of effort required, 
which is more than you expect (although well within the 
capabilities of most world-class triathletes). 

# lighting the screen (aw 

The people who designed the screen on the Mac Portable 
came to a very sensible conclusion — few people are going 
to be using their computers In absolute darkness. So 
rather than figuring out how to light the image on the 
screen to make it visible, they concentrated on making the 
image easily readable In the light that's already in the 
room, being used by you to avoid bumping into furniture. 

This means the Portable is hard to use when your task 
lighting is poor. But it also means that all you have to do to 
make the screen a delight to read is to get adequate task 
lighting — ^which is something you should do anyway. 

In order not to be victimized by 40-watt bulbs in hotel 
rooms (usually installed in 300-lb table lamps placed in the ^ 
least convenient place in the room), I cany a small fluo- 
rescent table lamp and an extension cord with me when I 
travel with my Portable. The lamp weighs less than a pound 
but it lights up the screen like a movie marquee, with 
plenty of light left over for my notes. 

1 set the lamp up on a box on the back of the Mac, so the 
gooseneck extends the fluorescent tube over the screen 
(but several inches above it). The light shines directly down 
on the screen. (It sounds horrible but it works pretty well. 

The only problem is finding a box or something to use to 
get the lamp high enough over the screen.) 

4 real bugs in the screen (API) 

As I write this — on a working vacation in a warm cli- 
mate — ^smali Insects, attracted by the dazziingly bright light 
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shining on my Portable's screen (see previous entry), are 
landing on the screen and sliding down into the little slot at 
the bottom. Qod only knows what happens to them down 
in there, but If it causes any problem, you'll be the first to 
knFRlZZ. . . SPREE AKK. . . BRIZZZATH! 



fl you don't have to use It Just because It's there (an) 

As mentioned above, you can plug a mouse into the 
Portable. There's also a trackball built Into the keyboard, 
which Is handy In case your mouse gets run over by a 
truck. Otherwise, using the trackball Is a little like living off 
the emergency supplies In your bomb shelter — ^you can do 
it, but what's the point? (Well, some people like them.) 

No, of course I don't really have a bomb shelter. 



Monitors 
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fl bit-mapping and QuickDraw (An) 

One of the Mac's greatest features, and one that Mac 
users tend to take for granted. Is how quickly all the 
graphic elements on its screen can be manipulated — 
created, redrawn, moved around. Por example, windows 
can be shrunk, stretched, squeezed, overlapped and moved 
around with amazing rapidity, especially given how much 
detail there Is in them. 



This Is possible because the Mac's screen Is bit-mapped — 
that Is, for eveiy little dot on the screen (called a pixel), 
there's a little switch In memory that controls it. Since you 
can control the screen directly, you can change It quickly. 

But It takes more than hardware to get a screen image as 
responsive and fast as the Mac's. Software is the key, and in this 
case the software is QuickDraw, which Is built into the Mac's 
ROM. Developed by Apple programming genius Bill Atkinson 
(also the creator of HypeiOard), QuickDraw Is certainly a milestone 
In the history of personal computers. It makes your life more 
pleasant every time you touch the mouse. 
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# black-and-white (ah) 

The Mac displays black letters on a white background, 
thank Qod. I've never been able to understand the supposed 
advantage of all these green (or amber) screens. It's not 
natural, or any good for your eyes, to look at one color all 
the time. 

People suggest putting some red object near a green 
screen to compensate, but why bother with all that? A white 
surface reflects all colors, black contains all colors, and 
black on white Is what we're used to looking at on paper, 

4 black-on-gray (An) 

One problem with black-on-white is that, because of the 
large white area on the screen, it Increases the amount of 
flicker (see the entiy on refresh rate below); that makes it 
harder to look at the screen for a long time. This is 
particularly troublesome on very large monitors, where it 
would be a relief to be able to switch to white-on-black, at 
least some of the time. 

One thing you can and should do to make the screen 
easier on your eyes is turn the brightness down. A bright 
white background is very hard to look at— you want black 
on gray, not black on white. Most people keep their com- 
puter screens too bright, which puts a real strain on their 
eyes. 

Another important step Is to keep your room as dark as 
possible, and to eliminate reflections on the screen. If 
daylight does seep in, or If there are lights you can't turn 
off, turn the brightness up to compensate. But a dimly lit 
room and a black-on-gray screen are ideal. 

4 refresh rate (An) 

One of the most Important characteristics In a monitor 
Is its refresh rate — how often it redraws the Image on its 
screen. The refresh rate Is measured In hertz (times per 
second) — abbreviated tiz. 
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If the refresh rate Is too slow, you get /7/c/ter (also called 
strobe). Regular house current alternates at 60 Hz (here In 
the US); if you can see the flicker in fluorescent lights, a 
refresh rate of 60 Hz Is probably too slow for you. 60 Hz is 
the refresh rate on compact Macs, but because the screen 
is only 9", most people find that acceptable. 

Peripheral vision Is particularly sensitive to flicker, so If 
you're In doubt about a screen, turn av/ay from It and see how 
It looks out of the side of your eye. Another good way to 
accentuate flicker Is to wave your hand in front of the screen. 

The larger a monitor Is, the more critical the refresh rate 
Is. Apple uses 67 Hz on Its 12' and 13' monitors for Mac 
II's, and other companies go up to 72 Hz and beyond on 
their larger monitors. 

# big-screen basics (afi) 

I was never one who thought the 9' screen on compact 
Macs was too small. I loved its crisp, readable image and 
recognized that resolution — the number of pixels, or dots, 
per square inch — ^was just as important as the physical size 
of the screen. (To realize that, all you need to do is walk up 
close to a blg-screen color TV — one of those room-filling 
monsters, I mean — and watch the snarling, boiling lines 
wrestle each other. It's a real 20th-centuiy nightmare image.) 

Still, It was annoying only to be able to see about a third 
of a standard 8-1/2 x 11 page at a time — especially when 
doing layouts for this book. So 1 got a Mac II and a Radius 
Two-Page Display. After about a day, I could no longer work 
on a compact Mac without having to constantly repress the 
urge to grab the edges of the screen and pull them farther 
apart. After about a week, 1 couldn't look at a compact Mac 
without feeling there was something wrong with it: How 
come the pixels are so big? How come there's so little 
Information on the screen? I don't think I've ever been 
more quickly spoiled by anything in my life. 

Larger external monitors are required with Mac ll's, and 
you can also buy them for SB's, Pluses and other Macs. But 
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If you get one, be aware that there's no turning back — A 
working with a compact Mac's 9' screen will quickly be- / i\ 

come uncomfortable, then almost unbearable. (Oddly ^portmt 
enough, I don't feel that way about the Portable's screen, 
which only displays 46% more Information than the stan- 
dard 9' screen.) 

Like TVs, the size of monitors Is given In diagonal 
Inches — the distance from one comer of the tube to another. 

Since not all tubes are the same shape, however, two 19" 
screens can be very different. The basic distinction is 
between tall and wide screens — or portrait and landscape, 
as they're sometimes called. 

The wide screens are better for layout work involving 
facing pages and for graphics, design and engineering 
work in general; they're also good for large spreadsheets, 
and for running multiple applications in MultlFinder. If you 
primarily do word processing, or lay out single pages, a tall 
screen will be more economical. 

So your first consideration, when buying a screen, is 
which shape you prefer. The next consideration is how 
much data you need to display. 

You'll actually know more about a screen if you measure 
its width and height rather than simply rely on its advertised 
(diagonal) size. But even the width and height won't tell 
you what you want to know about a screen's capacity, 
because the size of the pixels — and therefore the number 
of them — also varies from monitor to monitor. In other 
words, they have different resolutions — different numbers 
of dots per inch (dpi). 

So let's say you know a monitor's resolution and the 
height and width of its screen. You still need to know how 
wide a border it leaves around the image (it can be half an 
inch or more). So my advice is to leave your measuring 
tape at home and think in terms of pixels. 

The original Mac screen (used on the 1 28K, 5 1 2K, Mac 
Plus and SE) has 512 pixels across and 342 down, and 



102 



*The 9/(acintosfi (BihU, OHircC ‘Edition 






very 

hot 

Up 



1 



very 

hot 

Up 



displays them at 72 dpi. Simple division tells you. there- 
fore, that it will display an image 7.1 inches wide and 4.8 
inches high. Just think of it as 7 x 5. 

(4.8 inches is actually about 44% of the 1 1-inch length 
of a standard sheet of paper, not a third. But by the time 
you allow for the menu bar, the horizontal scroll bar and so 
on, it takes just about three screenfuls to display a page.) 

What size the 7x5 image on the original Mac screen 
ends up actually being on paper is a complex matter and 
depends both on what software and what printer you're 
using. But, in general, the screen image corresponds fairly 
closely in both size and shape to the printed copy. 

The best measure of a screen's capacity is the total num- 
ber of pbcels it displays. The original 9" screen on compact 
Macs has a total of just over 175,000 pbcels. Monitors avail- 
able as of this writing are capable of displaying up to two 
million pbcels — more than fourteen times the capacity of the 
original Mac screen — although they usually do it at more dots 
per inch than 72. 

(1 personally think 72 dpi is too large. Once you get used 
to 82 dpi or 92 dpi, 72 dpi looks ridiculously big and clunky. 
But of course it was chosen because type has always been 
measured in points, and there are 72 points to the inch.) 

When comparing the price of monitors, forget about 
screen size (unless you have some particular reason for 
caring about it). Instead, calculate how many pbcels you get 
per dollar. Just multiply the number of pbcels across by the 
number of pixels down, then divide the price of the monitor 
into that. The bigger the resulting number, the better (every- 
thing else being equal — ^which, of course, it seldom is), 

Pbcels per dollar can vary quite widely. But this measure 
should only be the beginning of your comparison. Monitors 
are a lot like speakers — you can look at technical specs all 
day long, but the only way to buy speakers is to listen to 
them, and the only way to buy monitors is to look at them, 
ideally side-by-side. 
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What you're looking for is a crisp, high-contrast rock- 
solid image — one that isn't washed-out that doesn't waver 
or flicker, and that isn't distorted around the edges. Getting 
that is more important than any other consideration, and 
worth paying more for. Remember that you're going to be 
staring at the screen for hours on end; anything iess than a 
great image wili realiy begin to bother you. 

il monochrome, grayscale, color 

Monochrome monitors are the crisp biack-and-white of 
the originai Macintosh screen. What looks like gray — the 
Desktop, for example — is actualiy an arrangement of aiter- 
nating biack and white dots. 

Each dot on a grayscale monitor can be black, white or 
any of a number of shades of gray. With reai grays avaiiabie, 
instead of just aitemating biack and white dots, screen 
images can be of photographic quaiity. (Of course the 
grays on a gray-scaie monitor are also composed of black 
and white dots, but the dots are much smaiier.) 

Coformonitors — weil, you know what they we. Each pixei 
on the screen (there are 80 per inch on Appie's coior moni- 
tors) is composed of three tiny spiotches of color — red, green 
and blue — that your eyes merge into a singie, colored dot. 

4 color video cards 

To use a color monitor, you need a coior video card. (A 
video card plugs into a slot on your Mac and controls the 
display of information on an external monitor. The more 
information on the screen, the more memory you need on 
the video card.) 

On a monochrome monitor, every pixel (dot on the 
screen) is controiled by one bit of memory (a bit can either 
be a zero or a one, and thus can represent either a black or 
a white dot). It takes about 22K of memory to keep track of 
the standard Mac 9" screen. 
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If you allow two bits of memory per pixel, you can have 
any of four colors (or shades of gray) per dot, because two 
bits can represent four different numbers (in the binary 
notation computers use, 00, 01,10 and 11). You don't see 
two-bit color on the Mac much. What you do see Is four-bit 
color— four bits of memory per pixel, which can represent 
sixteen different colors. 

Eight-bit color— eight bits of memory per pixel — lets you 
display 256 colors on the screen. Even that's not enough for 
some purposes. For photographic-quality color, you need 
24-bit color, which lets you display more than sixteen mil- 
lion colors at one time — or as many as will fit on the screen. 

4 color into gray scale 

If you have a color monitor, you also have a gray-scale 
monitor. To turn it into one, go to the Monitors icon in the 
Control Panel and click the Black & White/Grays button 
Instead of Color. Then choose a number from the little list 
box on the right — 1 6 if you have a four-bit color card, 256 
if you have an eight-bit card. (Of course, once you click 
Black St White instead of Color, these numbers indicate 
not colors, but shades of gray.) 




4 faster refreshes on color monitors 

Redrawing the screen of a color monitor — especially a 
large one — can take slgnlFicantly longer than on a black- 
and-white monitor. If you're not working in color and want 
to speed things up, open the Control Panel, click on the 
Monitors icon and choose Black St White/Grays and 2 In the 
Colors list box. 
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# do you need color? 



Well, you probably want It, but do you need it? No, prob- 
ably not — very few people do. Unless you're in the graphic 
arts industry, your output, in all likelihood, is going to be 
black-and-white, so you don't need color on the screen. 

Keep In mind that a black-and-white screen doesn't 
mean you can't assign colors to certain elements of your 
document— you can, for Instance, apply spot colors in 
PageMaker even when working in black and white. You just 
won't be able to see them on the screen. 

If you can afford the luxury, though, there are benefits 
to a color monitor, even when your output's going to be 
black-and-white. You can organize your Desktop differently — 
and more efficiently, one hopes — by using colored Icons. 
Programs like More let you outline in colors as well as fonts 
and styles, adding to the hierarchy of visual clues you can 
use to organize your thoughts. In programs like PageMaker, 
you can more easily distinguish between margins and rules 
because they're different colors. And then there's always 
the basic pleasure of looking at color. 

4 Radius monitors (ah) 



Radius makes the crispest and most contrasty Mac 
monitors I've seen; next to them, other big screens tend to 
look washed out. In addition, you get tear-off menus in all 
applications, a built-in screen saver you can set for five 
seconds or in one-minute increments up to 59 minutes, 
screen dumps you can crop, and menus in larger-than- 
normal type (the one feature I don't use). 




very good 
feature 



I bought a Radius 'Two-Page Display (aka TFD) for myself, 
and later bought the equivalent Apple monitor for use at 
Goldstein fif Blair's office. I was knocked out by how much 
more contrast there was on the Radius screen. 



The TPD displays 1152 x 882 pixels on its 19" screen 
(1 ,0 1 6,064 pixels total — ^5.8 times the compact Mac screen's). 
This gives you an effective display area 10.75" high by 14" 
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very good 
feature 


wide. This isn't quite enough for two 8-1/2 x 11 pages — 
uniess you don't care about seeing the margins. (Don't for- 
get that many publications are smaller than 8-1/2 x 11. Of 
course some are larger too.) 

There are 82 dots to the inch (better than the normal 72 
dpi, I think) and the refresh rate Is a refreshing (sony) 72 
Hz — ^which Is pretty good, although not the highest available. 

The 1 9" black-and-white 'Two-Page Display currently lists 
for $2000 (Including the video card), which gives you 
about 508 pixels per dollar. There's also a gray-scale 
version (current list, $3300, with video card). The 21' 
versions list for $400 more, but 1 don't recommend them. 
For one thing, they don't display any more pixels, just 
bigger ones; for another, that much screen is simply over- 
kill unless you plan to sit at least 2-3 feet away from the 
monitor. (Sharon also says there's distortion around the 
edge of her 21' monitor; see the next entry for details.) 

Radius also makes a very slick single-page display 
that pivots from horizontal to vertical to accommodate 
different tasks. When you move from, say, a letter to a 
spreadsheet, you just tip the monitor over onto its side. 
It takes just a moment for the image to reform in the new 
configuration. 

Called, logically enough, the Pivot, it currently lists for 
$1700 with video card. This sounds great until you realize 
that for a mere $300 more (at list), you can get a big, 
luxurious Two-Page Display that you don't have to tip. 

4 Radius monitors (sza) 

Radius was the first company to make a full-page display 
(called the FFD) for the Mac, back when the Plus was the 
top-of-the-line Mac. You can still get the FPD for the Plus; its 
ROMs have been upgraded as necessary and they're easy 
to get from Radius — and reasonably priced. We've had two 
FPD's in a Mac lab for three years at the college where I 
teach. They get heavy use, but there's never been a 
moment's problem with either of them. 



chapter 2 — *Basic 9v(ac hardivare 



107 



The FPD (which has now been pretty much replaced by 
the Pivot-^ee the previous entry) has less distortion at the 
edges and comers than any monitor i've ever seen — 
there's so little that you don't even notice it unless you're 
really looking for It. 




very good 
feature 



I'm using Radius's 21 " gray-scale TPD (two-page display) 
now. It's a little overwhelming, but for laying out slde-by- 
slde pages in PageMaker, you can't beat something this 
size. Still, It's a little dlsappolnUng. Unlike the PPD, this 21' 
monitor has a definite distortion for the lower third of the 
monitor, f/'ve never noticed that on my 1 9" TPD. — ATi) 



It's not so terrible that It interferes with the work you're 
doing In the document but you can definitely see it when you 
keep a window open to the edges of the screen — the edges 
seem to curve Inward towards the bottom. Despite this, I still 
prefer this large screen to others I've seen of its size. 

E-Machlnes' two-page monitor has more distortion and a 
less crisp picture; RasterOps has less distortion around the 
edges but the overall picture is not as clear. (For more on 
both these monitors, see the next two entries.) I'll bear with 
the Radius's curving edges to get the clear, crisp picture. 



Radius' tear-off menus are a neat trick but they clash 
with some Inlts and applications. Running the newest 
version of AutoSave (1.1) and tear-off menus at the same 
time crashes the machine. The tear-offs clash with On Cue 
too. And In Word, they hang up the whole system. This is 
no reason not to get a Radius, however, since you can 
always turn off the tear-off option. (Tear-off menus work 
Just fine In Word on my system, and with version 1. 01 of 
AutoSave. There must be some specific configurations that 
cause the problem. — Ali) 




important 

warning 



Radius tech support is hard to get to — but If you hold the 
line long enough, you'll be given a chance to leave a 
message so they can call you back. And they always do. 
Once you get the tech people, they know what they're 
doing — most of the time they even know what you're doing. 



108 



TJHe ^Macintosh (BiBCe. TJiird ‘Edition 



(The head of Radius tech support called to tell me that 
they've doubled their staff and now have an average wait 
time of about a minute, with no wait in the two weeks 
before he spoke to me exceeding 2.5 minutes. But one of 
our contributors recently had a problem getting some fairly 
simple help from them. — API) 



tl Mobius monitors (aiv 




A small company, whose only previous claims to fame 
were Macintosh accessories like a quiet fan for early models 
of the SE (see the entry called quieting the original SEabove), 
has come out with a one-page monitor that looks just 
about as good as Radius's but only costs $800. 



Mobius says that both monitors are made by the same 
OEM (original equipment manufacturer-^he actual pro- 
ducer of the basic equipment) and are identical. Radius, 
however, has told me that they do some advanced technical 
witchcraft to make the picture sharper, and certainly I've 
never seen better contrast on any monitors than on theirs, 
regardless of who the OEM was. 




trivia 



But even if the Mobius monitor isn't quite as good as 
Radius's, and doesn't have the slick software, it costs less 
than half as much, so It's certainly worth checking out. The 
monitor works with SE's (whose speed it claims to double) 
and II's. Mobius promises a free 48-hour replacement on 
monitors returned for warranty repairs. 

In related trivia, the company is named after the Ger- 
man mathematician August Mdbius (1790-1868) whose 
one-sided surface, the Mdbius strip, gives us the symbol 
for Infinity ( ). Failing, for some unaccountable reason, to 
follow in the gold-paved footsteps of MOtley Criie, this 
company neglects to use the umlaut ( " ) in its name — even 
though, unlike MOtley Crue, it has eveiy right to it. 



4 monitors for the Plus (ah) 

If the main thing you don't like about your Plus is its 
small screen, you don't necessarily have to upgrade. At 
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least two companies, MegaQraphics and Radius, make 
external monitors for the Plus. 

# Moniterm's Viking monitors (An) 

If you really want a lot of Information on your screen, tiy 
the Viking 2 from Monlterm, a 1 9' monochrome monitor 
that works with SB's or II's. It displays 1 280 by 960 pixels, 
for a total of 1,228,800 — more than seven times the feature 
regular Mac screen. This is more than enough to show two 
full 8-1/2 X 11 pages; in fact, when you ask whatever 
software you're using to Fit both pages on the screen 
instead of showing them actual size, they expand! 

Pixels are displayed at 92 dots per inch, which means the 
characters on the screen are about 70% the size they'll end 
up on paper. So 12-polnt type appears as 8.5-polnt, 10- 
point as 7-point and 9-point as 6.5-point. In general, type 
down to about 6-point is readable (that's even true of small 
fonts like 'Times; big fonts like Helvetica and Benguiat are 
readable even smaller). Qreeklng (Indicating the type rather 
than showing the actual letters) isn't the end of the world for 
type below 9-point, so I don't see any problem with 92 dpi. 

At its current list price of $2000, the Viking 2 gives you 
about 615 pbcels per dollar. 'There's a gr^-scale version that 
lists for $3100 and a 24" monochrome version that lists for 
$2600. It has the same number of pixels (who'd need more?) 
but they're at the regular 72 dpi instead of the Viking 2's 92 
dpi. I'd think twice about getting a monitor that enormous, 

I haven't had a chance to look at the Viking 2, but the 
image on an earlier version, the Viking 1 , wasn't as crisp 
and contrasty as on the Radius TPD. Still, it was adequate 
for most applications, and Monlterm says they've improved 
the picture on the Viking 2. The refresh rate is 66 Hz, which 
is on the low end of what you want in a monitor this size. 

Viking monitors are made by Monlterm Itself, which also 
supplies them to many other monitor companies (without 
that name on them, of course). They seem to be well-made 
and Monlterm Is a very well-run company, adequately 
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staffed by competent people; I always get right through to 
the knowledgeable tech support staff, and the one time 1 
didn't (It was before or after hours), the receptionist knew 
the answer to my question). 

4 Apple monitors (An) 

The two, small, "high-resolutlon" monitors (a 13" color 
and a 12" monochrome) don't give you a lot of pixels— just 
640 X 480, not even twice as many as on the compact 
Macs' 9" screen. At least they now give you decent value 
(at their original pricing, they didn't). Based on its current 
list price of $600 (including the video card), the mono- 
chrome monitor provides 512 pixels per dollar, 

Apple's two-page display isn't as good a deal. It currently 
lists for $2700 (with the video card), while Radius's (su- 
perior) TPD lists for $700 less. Apple's Portrait (single- 
page) Display Is somewhat more competitive; it currently 
lists for $ 1700 (with the card). But still, for Just $300 more 
(at list — less at street prices), you can have a Radius TPD! 
And let me tell you — ^staring at it at this veiy moment, as 1 
have for two years — it's really a terrific monitor. 

4 the thin gray line 

very bad The thin line that appears across the width of Apple's 1 3" 

monitor about three-quarters of the way down is, they claim, 
a feature, not a bug. (That means you can't do anything 
about it; it's not a mistake — it was designed that way.) 

The Sony Trinitron monitor Apple uses has a grid of 
vertical wires behind the screen that keeps the electron 
gun from shooting at the wrong-color phosphors. The gray 
line you see is the shadow cast by a stabilizing wire that 
keeps this grid in place — It's blocking the electrons from 
hitting anything on that part of the screen. 

Apple says this problem is Inherent in the technology 
that is otherwise the best availabie. And it's true — aside 
from the line, it's a good, high-quality monitor. 
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fi L~Vlew monitors (atv 

This 1 9", two-page monochrome display for the SE and 
the II has a fairly crisp picture (but not as crisp as the 
Radius's). The refresh rate Is only 60 Hz, so you may have 
a problem with flicker. 

The software lets you choose between two resolutions — 
832 X 600 (about 500,000 pixels; 2,85 times the normal 
Mac screen) or 1664 x 1200 (about 2,000,000 pixels; 
more than eleven times the regular Mac screen). That's a 
lot of pixels, but they're awfully small; at high resolution, 
things can get awfully hard to read. 

At current list prices of $2400 for the SE and $2500 for 
the II, the L-View offers about 200 big pixels, or 800 tiny 
pixels, per dollar. 

# E-Machines (Rich Wolfson) 

1 purchased two of the original E-Machine large-screen 
displays for the Mac Plus for our college lab and had 
significant problems with them right from the beginning. 
Despite the replacement of a bad clip (the one that con- 
nected the screen to the Mac's motherboard) and various 
software upgrades, the terrible wave (raster) traveling down 
the screen (caused by electromagnetic emissions from the 
Mac itselO made the monitor very hard to work with. Even 
ignoring the raster problem, the screen image wasn't ever 
sharp enough. 

Although E-Machine's tech support people were friendly 
and knowledgeable, there wasn't anything they could do. 
At one of the early Expos, I saw a perfectly clear E-Machine 
on display and was told the "fix" hadn't yet been approved 
by the FCC. I was told that at the next Expo, too. I've given 
up — the E-Machines are in boxes in a closet now. 

4 Raster Ops (Caml Alton) 

The RasterOps 19" color display that I use has been 
quite a disappointment — enough so that I'm getting a 
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bug 



very bad 
feature 




important 

warning 



different monitor as soon as I can afford one. The main 
problem is that no matter how you ac\just the convergence, 
only one area of the screen is sharp at any one time; at 
least a third of the screen is always out of focus. 

Another problem is that the color is set entirely too 
high — a bright yellow comes out orange. Since there are no 
external adjustments for this. I've learned to live with it, 
but I haven't learned to like it. 

ft Stepping Out (ah) 

For another approach to stretching the Mac's screen, 
see the entiy on this program in the utilities chapter. 

ft protecting the phosphor (Am 

The phosphor that's painted on the inside of your 
screen and glows when the electron beam hits it can 
become exhausted from too much use, leaving dark spots 
on your screen. For that reason, it's a good idea not to 
leave an image visible on your screen except when you're 
actually using the computer. But you also don't want to be 
constantly turning the Mac on and off, because that's hard 
on the electronics. 

That's where programs called screen blankers, or screen 
savers, come in. 'They keep track of how long it's been 
since you hit a key or the mouse button and black out your 
screen automatically after a certain amount of time — 
which you select — has passed. They can also create some 
sort of moving pattern on the screen (fireworks, stars, a 
clock that moves around) so you know the Mac is on. 
Hitting any key or the mouse brings back the image. 

The bigger the screen is, the more important a screen 
blanker is. Fortunately, most big monitors come with their 
own built-in. 

If you telecommunicate, make sure any screen blanker 
you use checks the modem port for activity. If it doesn't, 
and you're sending or receiving a file when it goes into 
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action, the connection will be lost and you'll have to start 
the file transfer all over again. 

If you don't want to use a screen blanker, you can 
simply turn the brightness down when you get up from the 
Mac. On all Macs through the SB's, the brightness control is 
on the front of the machine, to the left, just underneath the 
Apple logo (#). 

Mow don't feel that I'm patronizing you by telling you 
something as basic as that. I was once at the house of a 
very intelligent writer friend who uses her Mac extensively 
(and who has thanked me several times for not identifying 
her more specifically than this, for reasons which will 
immediately become obvious). 

I saw an image on her Mac's screen, so I casually 
walked over and turned the brightness down to black. She 
had no idea what had happened and totally freaked out. I 
showed her how to adjust the brightness, but she wouldn't 
calm down until I turned it back up and left it there. Even 
then she had the sneaking suspicion that I'd done some 
sort of subtle but irreparable damage to her machine. 

External monitors almost always have brightness controls 
as well, although they're sometimes not as conveniently 
located. But screen blankers are really the way to go. 
{They're discussed in the utilities chapter.) 




esp. for 
beginners 




trivia 



4 Test Pattern Generator (An) 

If you really want to compare monitors, you need this 
nifty piece of software written by Macintosh Bible contributor 
Leury Pina. In addition to testing color monitors every way 
you can imagine (and several you can't), it also lets you 
measure the speed of printers. 

This piece of shareware is very well done. You can get it 
in all the regular places (bulletin boards, user groups, etc.) 
and it also comes bundled with Lany's book, Macintosh 
Repair Se Upgrade Secrets. 
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An even more powerful version. Color Test Pattern Genera- 
tor, does a wealth of color-specific tests and also a whole 
bunch of non-monltor-related tests that troubleshoot and pin 
down what's wrong with your computer. You can get it by 
sending $ 1 0 to Lany at 47 Meadow Road, Westport MA 02790. 

4 multiple screens (An) 

If you have two or more monitors connected to a Mac, icons 
for them will show up In the Monitor section of the Control 
Panel. To get more control over them (for example, to tell the 
Mac which one Is on the right and which is one the left), hold 
down the [ option] key when you click on the Monitor icon. 

Make sure you keep the happy-face icon on the same 
screen as the menu bar. To move both screen icons 
together, hoid down the [option] key. 



Keyboards 

4 evolution of a keyboard 

As the Mac has grown, so has its keyboard (much to 
Arthur's dismay, as will become obvious). The original 
keyboard had the basic necessities — according to Steve 
Jobs, who didn't view arrow keys as necessities. (Of course 
not! That's what the mouse is for. — AFi) 
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The Mac Plus keyboard Introduced arrow keys and also 
Included a numeric keypad, which up until then had been 
available only as a separate device, (Only?! That's how it 
should be available. — AFI) The [Return] key was enlarged and 
a few other keys were shifted around: 
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When the SE was introduced, two ADB kQ'boards, the stan- 
dard and the extended, became available (see the next entry 
for more on ADB). Since you now had a choice of keyboards, 
you had to pay for them separately from the computer. 

On the ADB keyboards, the I Backspace I key became [Delete] , 
a special key ( [< I ) was added that lets you turn on any of 
the Mac 11 family from the keyboard, the [Esc] and Icinj keys 
appeared (so you can run DOS software on your Mac, 
should you take leave of your senses and wish to do that — 
Afl) and the entire look and feel of the keyboard (to coin a 
phrase) was re-en^neered. Here's how the keys are laid out 
on the standard ADB keyboard (current list price, $130): 
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Here's the extended keyboard layout (Its current list price 
is $230): 
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What's the hundred-dollar difference? 

First as you can see, the extended keyboard has a 
bunch of extra keys. They come in two groupings. The first 
is a row of fifteen function keys ( Ifi I |F2 | and so on) across 
the top of the keyboard. The first four are labeled Undo, Cut, 
Copy and Paste; if you're running System 6.0 or later, they 
perform those functions. The remaining function keys can 
serve any purpose you assign them with a macro program. 

The second group of keys is something I call — since no 
one has a name for it — the command cluster. It includes 
I Home I [EndL I PgUp L I PgDn | , [Heipl and |£Z>| (forward delete). The 
first four help you move around quickly in a document. 
The I Heipl key works in almost every application that has on- 
line help, and the forward delete key is handy (it deletes to 
the right of the insertion point instead of to the left). 

The other extra you're paying for on the extended key- 
board is the more conveniently-placed and logically ar- 
ranged cluster of arrow keys and the extra fil I option) and 
I Ctrl! keys to the right of the spacebar. The extended keyboard 
also has lights for num locK caps lock and scroll lock 
although only the caps lock light works. (Mot that the others 
are broken — they're just not used by the system or any 
software yet.) (Too bad we don't ail use PCs Instead of Macs. 
Then we'd have a ass. for num lock and other technoid 
gibberish. — AH) 

Late-breaking news: Just as 1 wrote this, Apple an- 
nounced the Extended Keyboard 11. It costs the same and 
looks pretty much the same as the original extended 
keyboard, but you can adjust the angle from 6° to 1 4° for 
more comfortable typing, (At least I didn't have to re-do the 
illustration!) 

4 ADB (SZA/Ati) 

ADB stands for Apple Desktop Bus. With its round plugs 
and jacks, it's now Apple's standard for connecting input 
devices like mice and keyboards to Macs and Apple ll's. 
(On earlier Macs, the keyboard connected with a modular 
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plug like the one on telephone cords and the mouse used 
a trapezoidal plug.) 

ADB keyboards have an jack on either end, so you can 
plug the mouse into whichever side is more convenient 
and use the other jack for connecting to the computer. 

ADB lets you chain up to sixteen devices together. This 
can be helpful if you want to use a trackball or digitizing 
tablet for some jobs and a mouse for others, if you're 
comparing different input devices, or if you're training people 
and want them all to have keyboards and mice of their own, 

ft wanted: a non^Star-Trek, 

non-IBn-obsequious keyboard (ah) 

In line with the classic American belief that bigger is 
better, keyboard manufacturers, Apple included, keep go- 
ing for larger and jazzier-looking keyboards. They seem to 
assume that Mac users would rather feel like they're com- 
manding the Starship Enterprise than be able to reach the 
mouse without dislocating their shoulders. 

Personally, 1 miss the tiny keyboard that came with my 
original 128K Mac (and that still comes with Pluses). 1 like my 
mouse in front of me, not six miles east of me (I probably 
wouldn't feel that way if 1 were a gibbon, but it's just my bad 
luck to have been bom a human being) and if I preferred 
arrow keys and function keys to the mouse. I'd use a PC 
instead of a Mac and save lots of money. 

All the current Mac keyboards share this slavish pander- vety bad 

ing to the world of IBM. On the regular ADB keyboard, for 
example, the fctnl key (which virtually no Mac programs 
use) is more than twice the size of the I option | key (which gets 
used all the time). An I Esc I key, four arrow keys and a nu- 
meric keypad waste further space. 

1 have nothing against people who need those keys for 
compatibility with PC software. And it's fine with me if 
some people prefer these yard-wide keyboards with their 
bewildering arrays of keys. I'm not suggesting making 
them iiiegai. 
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But why won't some far-sighted manufacturer also make an 
ADB-compatlble keyboard that's as small and efficient as the 
one for Pluses? lio numeric keypad, no arrow keys, no IBM- 
obsequious features like Ictnl and fiscl — just a 6" x 13" little 
beauty that makes sense for a Mac and a mouse, rather than 
for an interstellar journey to the planet of the IBM drones. 



4 wanted: a Star-Trek keyboard 

I don't believe that bigger is always better, but better is 
always better. And better is often in the eye of the beholder. 

I like the larger keyboard. I use the mouse for large-scale 
editing and moving and the arrow keys for fine work. They're 
great for moving graphics a pixel at a time (in software that 
supports that feature) and they're also handy for moving 
around in lists like the ones in Open dialog boxes. 

1 love the Ictnl key — it gives me so many more options 
for assigning macros. The function keys at the top of the 
keyboard also expand macro possibilities. And now that 
I'm in the habit of using it, I love the forward-delete key, 
which deletes the character to the right of the inser- 
tion point instead of to the left of it. 

Mo one's desktop real estate could be more precious 
than mine has been the last few years, but the extra width 
of the keyboard has been worth every inch. 



# found: a non-Star-Trek keyboard (Rich woirson) 

If you want a few extra keys ( [<T»T^T^ Ictnl and |esc| ) 
without the extra size, try the keyboard Apple makes for 
the Apple IIQS, It's only 4' x 15" and works with any Mac II 
or SB . (nice try. Rich, but no cigar, it's the width that's the 
probiem, and 15“ is airnost as wide as the standard ADB 
keyboard (16.5"). i want a keyboard without a numeric 
keypad. Is that so much to ask?—Ari) 

4 a longer ADB cable 

My keyboard is four feet away from the jack it plugs into 
on the back of my cx. Even though the coiled cable that 
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came with the keyboard stretches to a reasonable length, 
it's often not long enough for that. Tortunately, Kensington, 
Monster Cable and several other companies make 6-foot 
ADB cables. 



4 don't use telephone cords (dc/aw 

Just because the cables that connect pre-ADB key- 
boards look like telephone cords doesn't mean you can 
substitute telephone cords for them. The wires In a tele- 
phone cord twist from one end to the other, while in the 
pre-ADB keyboard cable they connect straight through. So 
if you want a longer keyboard cable, you can't simply 
substitute a phone cord. (But you can buy a longer cable 
for these keyboards from most of the Mac cable companies 
mentioned in the miscellaneous hardware chapter.) 




important 

warning 



4 keyboard mapping (AH) 

The keys on computer keyboards aren't hard-wired — for 
example, the x key doesn't have to always transmit an xjust 
because that's the letter on top of the key. The keys are 
mapped by software — that Is, a program tells the computer 
what character to put on the screen when you hit a given 
key on the keyboard. 



This means you can change the key layout to Dvorak, 
say, (that's a much more efficient arrangement of the keys 
than the standard qwerty) simply by modifying the key- 
board driver software. (You could pry the key caps off and 
put them back down where they belong In a Dvorak layout 
If you wanted, but It's not necessary — regardless of what 
the key says. It will generate the character the driver 
software has mapped for It.) 



QulcKeys Is a utility program that lets you remap as 
many (or as few keys) as you want. For example, the way 
1 have my keyboard set up, the Q and Q keys generate 
commas and periods even when the [Shift] key Is held down, 
the QT) key gives me a curly apostrophe, the (jT) and Q keys 
give me curly quote marks, etc. When I need the usual 
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characters back, I just turn QuicKeys off with a simple key- 
board command. (For more on this program, see the utilities 
chapter.) 



4 DataDesk Mac 101 keyboard (ATI) 

This third-party ADB keyboard was one of the first that, 
for less than the price of Apple's extended keyboard, let 
you create custom command keys by assigning macros to 
them. But I had some problems with it when 1 tested it. 




bug 



1 use a lot of em dashes — these words are surrounded 
by them, in case you don't know what they look like — ^so 
I'm always hitting the I Shift 1 , [option I and hyphen keys simul- 
taneously to generate them. But on the MAC-1 0 1 , you have 
to hold down [shift I and [option! first, then hit the hyphen key 
(I assume the same problem occurs with all [shift [option! 
characters). That doesn't sound like much of a problem, 
but when a certain procedure is totally ingrained, it's really 
maddening to have it changed on you. 




bug 



Cables attach to the back of the MAC-101 (an inconve- 
nient place) and go in upside down (the opposite of how 
they go into a regular Apple keyboard). 

Finally, the keyboard is veiy sensitive to being plugged 
in when the power is on. Doing that is never a good idea, 
and isn't recommended, but I've never heard of an Apple 
keyboard being harmed by it. 



4 the MacPro keyboard 

The MacPro ADB keyboard from Keytronic has basically 
the same layout as the Apple's extended keyboard — the 
only differences being that the L shape of the [Return I key 
faces in the opposite direction and, as a result of that, the 
03 key is to the right of the right [Shift [ key (the domino effect 
makes that [Shift! key a little shorter too). 

The feel of a keyboard is always a veiy personal thing. 
The MacPro is a little spongy for my taste, but the touch is 
adjustable (although to do that, you have to remove the 
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keys with a special tool and replace the little rubber domes 
underneath them). 

1 don't like the way MacPro arranges its cables and very baa 
connectors. First, the cable that connects it to the computer 
is hard-wired Into the keyboard, which means you can't 
replace it with a longer one. It emerges from the back of 
the keyboard on the right — is your CPU on your left? 

Then there's the connection for the mouse cable. At very tad 
least it doesn't cater to right- or left-handers. It's smack in 
the middle of the back of the keyboard, so no matter which 
side your mouse is on, the cable has to snake around the 
keyboard to get to it. This also shortens the mouse cord 
and therefore limits the mouse's range of action. And 
because the cable connects in the back instead of in the 
side, I can't push the keyboard against the back of my desk 
to move it out of the way. 

nice and mouse substitutes 

4 Apple's ADB mouse (ah/sza) 

The ADB mouse (standard on SB's and II's) is a joy to 
use. (If you don't know what ADB is, see the beginning of 
the keyboard section above.) Smaller and with a much 
lighter and more delicate touch, it's a great improvement fcature 
over the original Macintosh mouse (used on the Plus and 
earlier Macs) which is too big, clunky and stiff. 

The ADB mouse also moves more easily, thanks to its 
Teflon bearings and the Teflon strip on its bottom, and it 
uses a heavier bail, which gives it more stability. (Since 
that was written, the mouse and the ball have both gotten 
lighter, in an unannounced equipment change from Apple. 

The new mouse still seems to function Just fine.) 

To make an old-style mouse move more smoothly, you 
can add Teflon to its bottom too. MouseEase from Tecllnd 
Design is a kit of four small disks of Teflon designed for 
that purpose. 




very good 
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4 plugging In an ADB mouse 

If you plug in a mouse after you start up, the Mac won't 
know it's there, because it only checks for ADB devices when 
It starts up. However, you can change your mouse while the 
Mac Is running without any problem — at least I have done it 
often without any problem, and so have many people I know. 
But be aware that Apple recommends you shut down your 
^stem before adding or removing any ADB device. 

4 Lester leaps in (aid 

I've often found the cord on my mouse getting in my 
way as I made the big, sweeping arm movements so typical 
of people with my particular constellation of neurological 
defects. Perhaps you have the same problem. If so, you'll 
want to check out Lester, the cordless mouse from Light- 
wave Technologies. Lester works off an infrared beam, 
picks up mouse movements over a suitably large area and 
comes with a five-year warranty, 

I plugged in Lester and a regular Apple (ADB) mouse 
and switched between them to compare them. Lester feels 
pretty similar to the Apple mouse, but the ball sometimes 
seems to get stuck, which means you either see no move- 
ment, or jerky movement, from the pointer. This may be a 
problem in software rather than hardware, but In any case, 
it's annoying. That's too bad, because a cordless mouse is 
a great idea and, as an Implementation of that idea, Lester 
is almost there. 

(Karen Faria at the QScB office tried out Lester and didn't 
have the same experience as I did. She writes, 'I did have 
a problem getting used to the movement, but now I'm 
comfortable with it and it doesn't seem jerky at all. It's 
comparable to the mouse I was using before, but it's easier 
because it doesn't have a cord.') 

4 trackballs 

A trackball is sort of like an upside-down mouse. A ball 
that's many times larger than the one on a mouse is 
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exposed at the top of the unit, where you can roll It with 
your fingers or the palm of your hand. Many people swear 
by trackballs (I actually know one of them) and others can't 
stand them. They certainly take a lot of getting used to. 

Kensington produced a trackball for the early Macs and 
now has an ADB version for later models. It has two buttons. 
One functions just like the button on a mouse and hitting 
the other locks the mouse button down until you hit It again. 
This Is pretty convenient for keeping menus open till you 
decide which command you want, and It's also neat to leave 
the pointer in a window's scroll arrow and lock the button — 
look Ma, no hands and the window keeps scrolling. 

You can set the trackball's DIP switches so that either 
button serves as the regular or lockdown button, and you 
can choose one of eight basic commands {Undo, Save, Print 
and so on) that will be executed if you hit both buttons 
simultaneously. 

Kensington rather optimistically assumes that you'll just 
hang up your mouse — and so they provide a free mouse 
pocket with their trackballs. What you'll probably do instead 
Is plug your mouse into the ADB connector on the trackball 
so you can use whichever device you're more comfortable 
with for the job at hand. 



Like all of Kensington's products, the 'TurboMouse Is 
nicely designed and veiy well made (I know, I dropped It 
down the stairs; I'd like to say it was a test, but it was an 
accident). 
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RolIerMouse from CH Products Is another nicely-designed 
trackball. I didn't drop it down the stairs, but it looks as 
though it would keep on ticking If I did. 



On each side of the ball, there are the two "mouse" 
buttons — one serves as the basic clicking button and the 
other as the lockdown button. As on the Kensington model, 
the design makes It easy enough to click any one of them 
comfortably. There are also four, smaller, programmable 
buttons; you can assign them any of eight basic commands 
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(Undo, Quit, Save, etc.) by flipping tiny switches on the 
bottom of the unit. In the same way, you can choose which 
mouse button performs which function. 

RolIerMouse has more buttons than Kensington's, but 
that's not enough to make it a clear winner here. And I 
don't want to use either one of them long enough to decide 
which might feei better. 1 iike my keyboard, but when my 
fingers have to leave it, I want a mouse waiting, 

# cleanllmouse is next to smoothly mouse 

Cleaning your mouse occasionally will keep it gliding 
smoothly. The procedure is basically the same whether 
you have the ADB mouse or the earlier one. 

Turn the ring at the bottom of the mouse to remove it 
and drop the ball out into your palm. Clean the three little 
rollers inside the mouse with a Q-Tip dipped in alcohol. 
Rub the ball clean with a cloth before replacing it. 

If you want to give the rollers a more thorough cleaning, 
Ergotron has a mouse cleaning kit that's the epitome of 
simple yet elegant design. You Insert a velcro-covered ball 
into the mouse (where the regular ball normally goes), then 
roll the mouse around on a velcro pad that's been moist- 
ened with the cleaning fluid. 



A comfortable place to work 

4 the importance of comfort (An) 

The reason this section is here in the basic hardware 
chapter, instead of in the chapter on miscellaneous hard- 
ware and accessories. Is that the importance of a com- 
fortable place to work can't be overemphasized. Working 
on a computer is an intensely unnatural act for an animal 
that originally evolved to swing from tree to tree. And yet 
people usually pay less attention to making their workplace 
comfortable than they do to other, less Important (al- 
though still significant) issues like which disk drive to buy. 
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If you're going to sit still in front of a screen for hours 
and hours, tapping on a keyboard and moving a mouse 
around, make sure you can do that with the least possible 
discomfort. The following entries tell you how. 

# basic ergonomics (ati) 

If you put a compact Mac (SE, Plus, etc.) and its keyboard 
on the same surface, either the screen will be too low or the 
keyboard too high. This is less true of modular Macs, where 
the monitor is separate, but sometimes even putting the 
screen on top of the CPU doesn't get it high enough. 

For comfortable typing, your wrists should never be 
higher than your elbows. Depending on your height and ^ . 
the height of your chair, this means the keyboard should 
be on a surface 24-27 inches from the floor. 

You can also simply raise your chair, but that can cause a 
problem if your legs are dangling. On the other hand, dangling 
legs can be good for your lower back. In any case, whatever 
height your chair is, the critical relationship is between you and 
the keyboard, not between the keyboard and the floor. And the 
main p>oint is, your wrists should never be higher than your 
elbows when you type (it's worth repeating). 

The bottom of the screen should be 4-8 Inches higher ^ 

than the surface the keyboard is on, so that you can look at ^ 

it comfortably without having to bend your head. And don't 'h^ 
strain your eyes by putting it too close — allow at least a foot 
between the back of the keyboard and the front of the Mac. 

However comfortable your workspace Is, It's important 
to periodically change your position, Chris Allen says there's 
a highly rated ergonomic chair that slowly changes its 
position over the course of the day — ^automatically! It 
probably costs a fortune, but getting up and walking around 
every couple of hours (at least) is free — and very helpful. 

Here's another tidbit from Chris; Just moving from the ^ 

keyboard to the mouse can help prevent carpal tunnel syn- *’ 
drome, the painful wrist ailment caused by too much typing. up 
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It's the keyboard-only users who get it the worst (and I'm 
willing to bet that flexed wrists are a major factor in it). 

Another vital Issue Is eliminating reflections from your 
screen. (Usually they're called glare, which is a misleading 
term.) You don't want any lights or windows behind the 
computer; in fact it's much better to put a computer directly 
in front of a window than opposite one. 

The best place for a light is on the ceiling (or bouncing 
off the celling) somewhere between you and the screen. I 
use one of those $ 1 0 swing-arm drafting lamps clamped to 
the shelf of a bookcase. The shade is turned to the ceiling 
and is about six inches in front of and three feet above my 
left ear. When I'm working on the computer, that's the only 
light in the room (except, of course, for the light from the 
screen). There are no reflections on the screen. 





To block the light from the windows, I have solid wooden 
shutters on the windows (built especially for that purpose). 
It's not hard to do; just get pieces of wood or particle board 
the right size (plywood warps) and use door hinges to 
attach them. If that's too much of a project for you, go to a 
photographic supply store and get some of the blackout 
cloth used to light-seal darkrooms. It's easy to install it with 
duct tape or push pins, but a pain to take down when you 
want to let some daylight into the room. 

# cheap but effective computer furniture (An) 

One way to put together a comfortable workstation is to 
put two tables together — a low typing table (24-27") in 
front for the keyboard, and a table of normal height (29- 
30") in the back for the monitor. A swivel can help raise the 
monitor (built-in or not) to where it should be, or just put it 
on a thick book or a sturdy box. 

Another inexpensive approach is to find an old desk 
that has a typing well. Secure the well in the open position 
and use it for the keyboard, then build a higher platform 
behind it (using the edge of the opened typing well cover 
for a support) for the Mac or monitor to rest on. (The 
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platform doesn't have to be anything fancy; just a piece of 
plywood will do.) 

ft Sharon's solution (ah/sza) 

SZA: For comfortable mouse-reaching, I puli out the 
writing board of my desk and put the mouse pad there. 
With the keyboard's main keys centered in front of me and 
its numeric keypad off to the right, the mouse is too far to 
the right to be comfortable If it's on the same surface. Kept 
on the writing board, however, the mouse is to my right 
instead of the keyboard's, and it's a little lower too — ^very 
comfortable. 

AFi; You bet the mouse is too far to the right to be 
comfortable with those ^gantic keyboards you favor — 
that's just the problem with them. (For more on this 
debate, see the keyboard section above.) But putting the 
mouse on a writing board hardly solves the problem. (For 
those of you who don't know what a writing board is, it's a 
slab of wood that slides out to provide a writing surface on 
some older desks.) 

For one thing, most desks don't have writing boards. 
For another, those that do almost always have them on the 
right side — which makes them useiess for most left-handers. 
Third, the surface of a normal desk is way too high for a 
keyboard — your wrists are bound to be higher than your 
elbows. (But I acyust my chair, so it's fine. — SZA) 

But the main problem with what you propose is that it's 
hideously uncomfortable for most people. You talk about the 
mouse being to your right instead of the keyboard's, as if that 
were an advantage. But reaching back for the mouse is 
obviously going to put a strain on your shoulder. It certainly 
put a strain on my shoulder (1 have a desk with a writing board 
and have tried this approach). (Listen, if it works forme, with 
my orthopedic history, it's gotta work for others, — SZA) 

Amazingly (given the biomechanics of it), some people 
do find this approach comfortable; in addition to you, 
there's a woman in my office who likes it, (Maybe there's 
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something in the Y chromosome... — SZ/17 There's certainly 
no harm in somebody trying It If they already have a desk 
with a writing board and a typing well (to get the keyboard 
low enough). But certainly no one should go out and buy 
such a desk, imagining that this Is going to be some sort of 
panacea, unless they've spent a significant amount of time 
trying it out. 

4 MacTable (ah) 

Several people I know love a work table designed 
specially for the Mac called MacTable. Made of beechwood 
and plastic laminate, it's attractive and sturdily made. 

The MacTable comes with two shelves, one of which Is 
made up of three parts. Either shelf can be put In the front 
or back of the table to accommodate various kinds of Macs 
and can be tilted 1 5° to minimize screen glare or to make 
for easier typing (the tilt also means you don't have to raise 
the screen as much). You can also adjust the height of 
whichever shelf is In the front from 26' to 28.5". 

Made by a ScanCo, a small company In Seattle, MacTables 
are reasonably priced, and one friend who has one raves 
about their customer service. 

4 Ergotron monitor stands (An) 

As 1 mentioned above, a computer's screen should be 
4-8' higher than the surface the keyboard rests on, so you 
can look at it comfortably without having to bend your 
head. Some people also like to be able to change the 
viewing angle during long sessions. 

For that you need a tllt/swivel and I favor Ergotron's veiy 
heavy-duty line of them. (They also make a bunch of related 
accessories.) For example, MacTllt Is an ergonomic stand 
for a compact Mac that both raises It 4" and lets you position 
It just about any way you can imagine, it tilts 15° forward 
and 1 5° back, and rotates 360°. You can adjust the Mac with 
the touch of a finger, and It stays where you put It. 
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MacTilt is built so tough you can stand on it. That kind of 
construction doesn't come cheap but I think you save 
money in the long run by getting something this well made. 

4 Apple's monitor stand 

Apple makes a terrific swivel-tilt monitor stand that you 
can get for about $65 from mail-order houses like 
MacConnection. It's beautifully and sturdily designed. 

4 Kensington's stands 

Kensington's tllt/swlvel stand for Pluses and SB's is like 
most of Kensington's accessories — terrific. On the other 
hand, its stand for the Mac II monitors is badly designed 
and much too lightweight. It's called a universal monitor 
stand and, like so many other one-size-fits-all items, it's 
really one-size-fits-none-right. 
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The basics 



4 storage vs. memory (An/szA/chris Alien) 

Even experienced Mac users are often confused about 
the difference between storage and memory. Sharon has 
lost count of the number of people who've said to her, "But 
why am I getting out-of-memoiy messages? My hard disk Is 
only half full!" 

Well, there's a reason for this confusion. Storage and 
memory are both ways of storing Information, and they're 
both measured In the same units — bytes, kilobytes, 
megabytes, etc. The difference Is In how they store the In- 
formation — memory does It electronically, on chips, and 
storage does It either magnetically, on disks or tapes, or 
optically, on CD-ROMs and optical drives. 

This Isn't as theoretical a distinction as It may seem; 
there are dramatic practical differences between the two 
methods. 
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The most common type of memory Is RAM, which Is 
where your Mac temporarily keeps Information that you're 
working on. (The letters stand for random-access memory, 
because the information can be accessed in any order.) 
RAM is fast but it's also volatile: Its contents last only as 
long as power Is being supplied to it. If you turn your Mac 
off without saving your work, what was in memory during 
your work session disappears. 

That's where storage comes In. Ft takes much longer to 
write information (store it) or read It (retrieve It) from mag- 
netic or optical storage media (the stuff the information is 
put on), but once the Information Is in storage, it's there 
permanently — or at least for a long time, assuming you 
take reasonable care of your disks and tapes. 

So — memory is like your own memory (it's fast to put 
things in and out of, but when you die, everything in it is 
gone) and storage Is like books, films, tapes, letters, notes. 
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etc. (it takes more time to get information in and out of 
them, but they outiive you). That's the basic distinction, 
and it's a good, ciear, useful one. Unfortunately, there are 
some exceptions to it, 

ROM (read-only memory) is information built into the 
computer that tells it things like what to do when the 
computer is switched on. Although it's stored on chips, 
like RAM, ROM retains its information permanently, and 
the information can't be changed (at least by mere mortals 
like you and us — there are machines that can change the 
data on certain kinds of ROM chips). Information is stored 
in ROM permanently, but ROM is memory; no wonder so 
many people are confused. 

There are also ways to put aside some of your memory 
and treat it like a disk (RAM disk), and ways to put aside 
part of your disk and treat it like memory (virtual memory). 
These concepts are covered in the last section of this 
chapter, memory aliocation. 

The analogy Chris Allen uses for all of this is interesting 
and may help clarify things. He says RAM is like the top of 
your desk and disks are like filing cabinets nearby. (To 
make the analogy more precise, imagine that the 
overzealous people who clean your office at night throw 
everything they find on top of your desk into the trash.) 

If you have a small desk (little RAM), you have to 
constantly run back and forth between it and your filing 
cabinets, because not many things will fit on top of the 
desk at one time. If you have a large desk (a lot of RAM), 
you have the luxury of not running over to the filing 
cabinets as often, 

RAM disks are like drawers in your desk — smaller than 
filing cabinets, but convenient for some purposes because 
they're close at hand. ROM is like having some information 
permanently etched on your desk's surface so that you will 
never forget it. 
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4 bits, bytes, K, megs and gigs (sza/aiv 

A bit is the smallest possible unit of Information. It can 
represent one of only two things — on or off, yes or no, zero 
or one. Bits are the basic unit of measure for computers 
because computers are made up of tiny electronic switches, 
each of which Is either on or off at any given time. 

Storage media like disks are composed of tiny, magneti- 
cally charged particles of metal that point either north or 
south. Since there are again only two choices, the infor- 
maUon on disks is also made up of bits. 

(Working with bits means using a base-2, or binary, 
numbering system, as opposed to our everyday base-10, 
decimai system. And, in fact, b/f is short for binary dig/t. But 
you don't have to know anything about binary numbers to 
use a computer; they're transparent to you as a user.) 

A byte is made up of eight bits, and thus lets you 
represent 256 different pieces of information (00000000, 
00000010, 00000100 etc., on up to 1 1 1 1 1 1 1 1). Bytes are 
typically used to represent single characters (letters, num- 
bers, punctuation marks and other symbols) in text. 

Hard-core computer people aren't humorless. Half a 
byte — four bits — is known as a nibbie (sometimes spelled 
nybble). 'Two bytes aren't a called a guip, however, but a 
word. (This is pretty confusing, since in the real world, 
words are made up of, on average, six characters — six 
bytes — not two.) 

The next commonly used unit is quite a jump from a 
byte. A kiiobyte, known familiarly as a /f, is 1 024 bytes (or, 
if you're into math, 2‘® bytes). Since the prefix k/7o- means 
thousand, why 1024 bytes?, you ask. Because computers 
are binary and normally increase their capacities in multiples 
of two: 2, 4, 8, 16, 32, 64, 128, 256, 512, 1024 (a very 
familiar series of numbers if you've been around comput- 
ers for a while). 
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(Despite the fact that the industry standard for a K is 
1 024 bytes and aiways has been, some companies treat a 
lias 1 000 bytes. This is particuiariy true when it's in their 
economic interest to do so, by making their products 
appear to have greater capacities than they actuaiiy do. i 
caii these shortchanged K mini-K. — Ari) 

The window that appears when you use the Qet Info 
command on an icon gives the size both in bytes and the 
nearest whole K (or mini-K — ^since here, as everywhere, 
Apple counts 1000 bytes to a K, not the standard 1024): 




The next unit is a megabyte or meg (often abbreviated 
MB). This equals 1024 kilobytes or 1,048,576 bytes (2“ 
bytes). Here again, megabytes are sometimes rounded 
down to a million bytes, which we call minimegs. 

As storage devices get more and more humungous, 
you'll hear the next unit of measure used more frequently: 
gigabyte, or gig, which is 1 024 megs (2^ bytes). That's more 
than a million K and more than a billion (1.073,741,824) 
bytes. (We confidently expect that, marketing being what it 
is, gigs will be treated as an even billion bytes instead of as 
their true value — which, as you can see, is more than 7% 
higher.) 

Gigabyte and gig are both pronounced with hard g's (as 
in go). Vile mention this because gigawatt (a billion watts) is 
often pronounced with a soft g (like the J in jig) — as it is, for 
example, in the movie Back to the Future. (You may re- 
member the moment when Doc Brown, in 1 955, staggers 
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into his iiving room, grabs a framed picture of Thomas 
Edison and yelps at it: " 1 .2 1 gigawatts! Tom! How am 1 going 
to generate that kind of power?" — followed, a moment 
later, by: "Marty, I'm sony, but the only power source 
capable of generating 1.21 gigawatts of eiectricity is a bolt 
of lightning.... Unfortunateiy, you never know when or where 
it's going to strike.") Like a gigawatt, a gigabyte represents 
a lot of power, 

Here's a summary: 

8 bits = 1 byte 

1024 bytes = 1 K (1000 bytes = 1 mini-K) 

1024 K= 1 meg(1000K= 1 minimeg) 

1024 megs = 1 gig (1000 megs = 1 minigig) 

In practical terms, one K equals about 170 words (1024 
characters divided by the six characters in the average 
word) — assuming, of course, you're dealing with a text file. 
A bunch of text files totaling one meg would contain about 
175,000 words — equivaient to three or four average-sized 
books. 

Be aware that most Mac documents also take up a 
certain amount of extra space for overhead (things iike the 
size, shape and location of the window in which the 
document appears on the screen, the fonts used, other 
formatting information, etc.). For exampie, Sharon knew 
that one of her Word flies contained about a thousand 
characters, but when she checked the size of the file on 
disk, it was 2.5K. Overhead accounted for the additional 
1.5K. 




trivia 



4 what disks are made of (An) 

All computer disks consist of an iron-oxide coating on a 
substrate. In the case of floppy disks, the substrate is a 
flexible plastic similar to recording tape. Inside the rect- 
angular, hard-plastic case, it's doughnut-shaped — round 
with a hole in the center. (Floppies get their name from the 
flexibility of their substrate.) 
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On hard disks, the substrate is less,. .floppy. It's usually 
made of aluminum and is called a platter. 'Typically, there's 
more than one platter in a hard disk drive (so calling it a 
hard disk isn't really accurate). 

4 how disks work (ah/sza) 

Read/write heads put magnetic charges Into the Iron- 
oxide coating (when writing to disks) and check to see 
what these charges are (when reading from disks). As the 
disk spins, the read/write head, which is mounted on an 
arm, moves in toward the center of the disk and out toward 
the edge to find the information it wants. 

Single-sided floppy drives have a single read/write head; 
double-sided drives have two, one on the top side of the 
disk and another on the bottom, as do hard disk drives. 

Since iron oxide is what rust is made of, you can think of 
the contents of computer disks as stories written in rust 
with a magnet, 

4 initializing disks (szA/Aii/chris Mien) 

All disks, hard or floppy, have to be initialized before you 
can use them. Initializing (also called formatting) divides the 
disk into tracks (concentric circles running around the disk) 
and sectors (sections of those tracks). 



tracks 




Here again, Chris Allen has an analogy that may prove 
helpful. He says a new disk is like a huge, blank sheet of 
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paper. What formatting does is draw a numbered grid (iike 
graph paper) that gives you boxes to put information in. 
Since disks aren't square, we can't use columns and rows 
for the grid; Instead we have tracks (rings around the disk) 
and sectors (divisions within a track). 

You can double the amount of information on a piece of 
paper by using both sides, so double-sided floppies have 
twice the storage of a single-sided floppies. The finer you 
can make the grid, the more little squares there are to put 
information in, so high-density disks can contain more 
Information in the same space. 

This grid takes up room on your paper, so you have less 
room on a formatted disk than on an unformatted one. 
When comparing hard disks, be aware that a 105MB hard 
drive from one company may have the same amount of 
storage as a 100MB hard drive from another company, if 
the first company is advertising unformatted capacity and 
the second formatted capacity. 

Initializing is easy. When you insert a new, unused 
floppy into a Mac, you get a dialog box that tells you This disk 
is unreadabie and asks Do you want to initiaiize it? Simply 
click the initiaiize button, (To abort the process, click the 
Eject button.) 

4 the directory and desktop files (sza/ati) 

Initializing reserves part of a disk for special files like 
the directory. Like the directoiy in an office building, which 
tells you which companies are in which offices, the direc- 
tory on a disk keeps track of which files are in which 
sectors. Every time you save a file to disk, its location is 
recorded in the directory. If it weren't, you'd have to know 
the actual track and sector locations to find a file again; the 
name of the file wouldn't do you any good at all. 

Another important file for which room is reserved on the 
disk during initialization is the desktop file. It stores the size 
and location of open windows, how the contents of windows 
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are viewed (by Icon, name or whatever), what each 
application's icons look like, the Get Info information for 
every file, etc. While the directory keeps track of where 
files are stored on disk, the desktop file keeps track of how 
their icons and windows are displayed on the screen. 

Both the directory and desktop flies are normally invis- 
ible — that is, they don't show up on the desktop. But you 
can get to them with programs like DiskTop or most of the 
other file-handling software described in the utilities chapter. 

The more windows and different kinds of icons you 
have, and the more often you've moved things around, the 
larger the desktop file will get; periodically, you'll need to 
rebuild It. (For how to do that, see the entry called rebuilding 
the desktop in the hard disk section below.) 

The directory and desktop flies are some of the reason 
why the figures for K in disk and K avaiiabie that appear at 
the top of a disk's window (when Viewed by Icon) never 
add up to the full capacity of the disk. 
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In the illustration above, which is the window for an 
BOOK disk, the figures add up to 779K. The disk space 
that's unaccounted for is occupied by the directory, desk- 
top file and similar housekeeping files (boot blocks, etc. — 
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you don't want to know about them). Sharon recently took 
an admittedly unscientific survey of her friends and found 
that, although these files vaiy in size, they consistently 
take up about 3% of a floppy disk's total capacity. 

The desktop file, directoiy and other housekeeping files 
are found on all Mac disks, hard and floppy. The space they 
take up increases with the size of the disk (naturally, since 
the larger a disk Is, the more there Is to keep track oO. 
Here's the window for Sharon's 80-meg hard disk: 




Since the actual capacity of this disk Is 81 ,920K (mini-K, 
since this is a report from the Mac's desktop and Apple 
uses the 1000-byte K), there's 3183K dedicated to the 
directory, desktop files, etc. in Sharon's little survey, the 
percentage of space used for this purpose varied with the 
brand of hard disk — ranging from about 3% to 8%. 

Now you might think that difference wasn't the brand of 
disk but rather how many files Sharon's friends had on 
their disks and how they were arranged — that is, how big 
their desktop files and directories happened to be. But 
hard disks reserve a certain area for these files regardless 
of how big or small they happen to be at any particular 
time. If you have one file on a hard disk or a thousand, that 
area remains the same. 
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4 deleting and recovering files (sza/am) 

When you delete a File from a disk, whether by dragging 
it into the Trash or by using a Delete command, the infor- 
mation isn't actually removed; the directory is simply told 
that the sectors previously occupied by that file are now 
available for storing new flies. The deleted file still exists 
on the disk, untii new information is put into the sectors in 
which it was stored and overwrites it. 

That's what makes file recovery possible — utility pro- 
grams that know how to find lost files, even though the 
directory's been told to forget about them (or has acciden- 
tally lost track of them). For more on this subject, see the 
backup and recovery section in the troubleshooting chapter, 

4 reinitializing disks (szA/An) 

A When you insert a used but damaged floppy into a drive, 
you'll sometimes get the dialog box that reads. This disk is 
important Unreadable: Do you want to initialize it? (God. Apple's 
warning punctuatlou Is welrd!) or a similar dialog box that begins. 
This is not a Macintosh disk. Think twice before you initial- 
ize, because any information aiready on the disk will be truly 
erased (wiped clean, not merely removed from the directory 
file) and file-recovery utilities won't be able to find it. 

If you want to reinitialize a disk that already has Informa- 
tion on it, use the Erase Disk command on the Finder's 
Special menu; It does the same thing to a disk that initial- 
izing does. 

4 backup and recovery 

For information on this important topic, see the section 
with that title In the troubleshooting chapter. 
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Floppy disks 



4 Mac tloppy disks and drives 



The Mac uses three types of floppy disks, each capable of ira 
holding a different amount of information: 400K single-sided ^3^1^ 
disks use only one side of the disk; 800K doubie-sided disks 
use both sides of the disk; 1 .4MB high-density disks use both beginners 
sides and pack in the information more tightly. 

How can you tell these different types of disks apart? 

400K and BOOK disks look basically the same, but most of 
the latter are marked BOOK or Doubie-sided on the metal 
shutter or in faint print on the back. 

High-density disks are easy to identify. In addition to the 
hole in the upper right comer that all Mac disks have (see 
the entry below on locking disks), there's another hole in 
the upper ie/l comer. Unlike the locking hole, this left-hand 
hole has no sliding tab. 

Apple makes three different floppy drives to match the 
three different types of disks. The high-density drive is 
usually called the SuperDrive but is also known as the 
rOflD (for floppy drive high density). The 400K and 800K 
drives are called simply that. 



400K drives are no longer being made and are obsolete; 
unless you're running a veiy primitive, bare-bones, live-off- 
the-land Mac system, you shouldn't even buy a cheap 
400K drive used, (A friend of mine was offered 20 of them 
free and said no thanks.) BOOK drives, however, are far 
from obsolete; all the Mac Pluses still have them, and lots 
of other Macs as well. 




important 

warning 



The SuperDrive not only handles 1,4MB floppies but it 
can also read DOS-formatted 3.5-inch disks (when used 
with nie translation software). Every current Mac model 
except the Plus comes with one or more SuperDrives built- 
in (although SB's and Mac II's didn't have them until in 
August, 1989). 
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Each of these drives can read disks up to Its own capac- 
ity — ^so 400K drives read only 400K disks, 800K drives read 
400K and 800K disks and SuperDrives read 400K and 800K 
and 1 .4MB disks. (For an exception to this, see the entry 
below titled high-density disks initialized as 800K.) 

4 how many K on an 800 K disk? (szA/An) 

\ ^ And who's buried in Grant's tomb? (This isn't as easy a 
T ^ question as it seems. I'll send a free Mac Bible T-shirt to the 

3 } first reader who sends the correct, complete answer to this 

question to: Grant's Tomb Contest, Box 7635, Berkeley CA 
94707. Include your size (S, M, L, XL) and whether you want 
black or white. — AW 

Once initialized, 800K floppy disks have a total capac- 
ity, for both visible files and Invisible ones like the directory 
and desktop, of 819,200 bytes, or exact/y 800K. The 1.4- 
meg floppies have a total capacity of 1,474,560 bytes, or 
1.41 megs. 



4 caring for your disks 




important 

warning 



Taking care of a disk protects the data that's stored on 
it. Here are a few basic cautions: 

• Avoid opening the metal shutter; it lets dust in. 

• If you do open the metal shutter, keep your fingers off 
the medium. 



• Don't use a disk (or a drive) that has just come in from 
the cold or that's been sitting in the sun; wait for them 
to reach room temperature before using them. 

• Keep disks away from magnets and magnetic fields. (For 
more on this, see the next entry.) 



4 disks melt before paper bums (au) 



Paper bums at 451° Fahrenheit (whence the title of Ray 
Bradbury's book). Floppy disks melt at about 1 60° F (the disk 
itself, that is — the part that actually holds the data). So a 
normal fireproof safe won't protect the data on your disks. 
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There are safes that are designed to keep their contents 
below 160° but they cost an arm and a leg. 



1 have another approach, which is to put a fireproof 
storage box inside a fireproof safe. I don't know if this will 
work but it ought to (if my house bums down. I'll let you 
know the results). It certainly costs less, since both fireproof 
safes and fireproof storage boxes (the regular ones, de- 
signed for paper) are relatively Inexpensive. 




tk floppy disks and magnets (szA/oc/chris Mien) 



Because information is stored on disks magnetically, 
magnets placed near disks can hopelessly scramble that 
information. Halogen lamps and electric motors generate 
magnetic fields. There are even magnets in some paper- 
clip dispensers. 



Anything with a speaker has a magnet in it; this Includes 
your phone as well as your stereo. Usually this isn't a 
problem, but can be if the floppy is exposed for a long 
period of time, or if it's an old AT8fT phone. 'They have very 
strong electromagnets in them to make the bell ring. Since 
the bottom of the phone case is metal, the entire phone 
becomes an electromagnet. So it's not a great idea to set 
one of these phones down on top of a floppy disk. 




important 

warning 



The ImageWriter 1 has a magnet underneath the left side 
of the cover, so put your disks there at your own risk. The 
cover of the ImageWriter II has a much smaller magnet on 
the right side, but since the surface is slanted at an angle, 
disks will probably slide off if you tty to put them there. 

Then of course, there's always the magnet you can't 
anticipate, Sharon's sistei^s friend stored seldom-used disks 
in the bottom drawer of a metal desk. After only a few 
months of storage, they became unreadable, although disks 
stored for only a few weeks were fine. It turned out that the 
heavy-duty vacuum cleaner used by the office cleaning staff 
had a very large magnet in its head to pick up paper clips 
from the carpet. Weeks of that vacuum head coming in 
contact with the metal desk magnetized the disks. 
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4 airport X’tay machines 

I've never met anyone who's lost a disk to airport secu- 
rity — floppies or hard disks. But keep in mind that while the 
X-rays themselves are harmless, the motors that drive them 
have magnetic fields strong enough to damage a disk. So, as 
with film, the prudent thing is to keep your disks out of the 
x-ray machine and have them checked by hand. 

4 disks are tougher than you think 

All the above advice notwithstanding, disks can take 
most of what you dish out. When I got my first Mac, my 
younger son was two years old. While I worked, he often 
amused himself with disks — stacking them, knocking them 
over and even giving them an occasional Frisbee toss. I 
never had a problem with any of the disks — except, perhaps, 
for finding them when they wound up under the couch. 

Even as I write this, I have a stack of floppies right next 
to the telephone — ^sometimes there's one on or under the 
phone. I've never had a problem from that either. I guess 
I'd rather be sloppy than safe, but my official advice is that 
it's better to be safe than sony. 

4 the yellow plastic disk 

A The yellow plastic disk that comes with BOOK floppy 
drives keeps the drive heads from cracking against each 
Important Other or going out of alignment when you transport the 
warning drive, if you mlsplace the disk and can't find it when you 
move the Mac, Insert a floppy disk in the drive instead; it 
won't provide as much protection as the yellow plastic 
disk, but it's better than nothing. Use a disk you don't 
need, however, since disks can be ruined when left in an 
inactive drive, especially during transport. 

The SuperDrive, though double-sided, doesn't need a 
disk during transport because when you Shut Down the 
Mac, the heads automatically park — that is, they lock se- 
curely apart so they can't bang together. Although every- 
thing I've read recommends that you don't use the yellow 
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plastic disk for the SuperDrIve, Apple Inserts it when it 
ships new machines with SuperDrives and fines its deaiers 
for improper packing if the yeliow plastic disk isn't in a 
SuperDrive when it's returned. 

# when to buy an external SuperDrive 

if you have an intemai SuperDrive, you'li never need a 
second, externai one — especially since you can buy a 40- 
meg hard disk for just $50 more! 

If you don't have an internal SuperDrive, you should 
only buy an external one if you need to read Macintosh 
high-density disks (which aren't a standard and won't be 
for a while) or the 3.5-inch disks used on IBM PCs or 
compatibles. (For more information about reading non- 
Mac disks, see the communications chapter.) 

ft where to put an external floppy drive (sza/dc) 

A floppy drive can be placed flat or on its side, but 
where you put it is also important. Keep it to the right of an 
SE, Mac Plus or earlier Mac. The power supply on the left 
side of these models sometimes interferes with reading 
from and writing to the disk. 

Did you ever notice how short the cable is that comes A 
with the external drive? That's to remind you not to put the / l\ 
drive on the top of your Mac. It's too hot up there, and such i ^poHm t 
an arrangement could damage your disks or even the Mac •naming 
itself, if you block its air vents. 

ft re-using floppies 

When you want to re-use a floppy, use the Special 
menu's Erase Disk command, even though that takes 
longer than just dragging the disk's contents to the 'Trash. 

Erasing the disk reinitializes it and causes the Mac to check 
that the entire disk is in good working order. (When it's not, 
you get the Initialization failed report.) 
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fl 400K disks reinitialized as 800K 

The difference between 800K (double-sided) and 400K 
(single-sided) disks is that one side of a 400K disk either 
failed the manufacturer's quality control tests or wasn't 
tested at all. In spite of this, most new 400K disks can be 
formatted as 800K — but I don't recommend it, if they were 
good enough to sell as double-sided, wouldn't the manu- 
facturer have done that and made more money on them? 
800K disks don't cost much more than 400K ones, so why 
take a chance? 

400K disks that have already been used in single-sided 
drives are extremely difficult to reformat as double-sided. 
That's because the unused side of the disk has been 
pressed — and usually damaged — by the single-sided drive's 
pressure arm, 1 took 25 old 400K disks and tried to 
reinitialize them as 800K disks; all but five failed, and 1 
wouldn't trust those five either, 

4 high-density disks initialized as BOOK (sza/cms Mien) 

High-density (1.4MB) floppies use a finer iron oxide 
dust than regular floppies, and SuperDrives use lower 
magnetic power to read and write to them. This makes 
them less reliable than 800K floppies, 

800K drives can't detect when a high-density floppy has 
been inserted and will format It as an 800K floppy. The 
disk will work fine,. .in other 800K drives. But if you put it in 
a SuperDrive, the Mac won't recognize the formatting and 
you'll get a This disk is improperly formatted for use in this 
drive. Do you want to initialize /t? dialog box. (This comes 
as an unpleasant surprise to those of us who were used to 
400K disks being read in the BOOK drives without any 
problem.) 

if you need the information from a disk that's been 
formatted in this way and there's no BOOK drive available, 
you can fool the drive by using tape to block the hole in the 
upper left corner of the disk. Consider this a temporaiy fix 
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only — the tape's bound to come off sooner or later, and 
Murphy says it will come off in the drive. 

You can try to reformat the disk as 1 .4-megs, but since 
800K drives use more magnetic power, a SuperDrive won't 
be able to thoroughly erase the disk and it's iikely to be 
much less reliable. So — don't mix 800K and hlgh-density 
floppies. 

4 using BOOK disks as high-density 

A few friends of mine have drilled holes in the cases of 
a few 800K disks and initialized them as high-density 
disks, with fair-to-middling success. 

1 don't recommend this procedure for two reasons. 
First, it's extremely difficult, if not impossibie, to make a 
hole in the case without leaving some tiny speck of plastic 
loose Inside the case, which can eventually work its way 
onto the actual disk and wreak havoc. 

Second, as mentioned in the last entry, the magnetic 
particles on a high-density disk are smaller (that's how they 
pack more information into the same amount of space). 
The read/write head on a SuperDrive can't always align the 
coarser magnetic particles on an 800K disk properly. Even 
though it might work one time, it might not the next, and 
you can wind up with all the data on the disk being ruined, 

4 the paper-clip trick 

The tiny round hole next to the floppy drive slot is for 
manually ejecting disks. It's sized exactly for a straightened- 
out paper clip. Put the clip into the hole and push Firmly to 
eject the disk. This is the only way to get a disk out when 
the computer's off, and it works in emergency situations 
while your computer's on. 

4 disks that bomb when you insert them 

if you get a bomb as soon as you insert a disk, either 
the disk is bad or you have a corrupted desktop file. If 
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there's information you want to recover from the disk, see 
the Backup and recovery section in the troubleshooting 
chapter. If there isn't, try the methods below to get your 
disk back into working order. 

Insert the disk while holdina down and | option 1 You'll 

get a dialog box asking if you want to rebuild the desktop; 
click the Yes button. Rebuilding the desktop creates a new 
desktop file. You'll lose any Qet Info comments you've put 
in your files, but eveiything else will be fine. (In early system 
versions, rebuilding meant losing all your folder names, too. 
In System 7, rebuilding shouldn't even affect the Qet Info 
comments since they're stored in a different file.) 

If that doesn't work, hold down iTabL (option) and 
while you insert the disk. If you accomplish this minor 
gymnastic feat, you should see the This is not a Macintosh 
disk. Do you want to initialize it? dialog box. Click the OB 
button. 

If that doesn't work, insert another (blank or dispens- 
able) disk into the drive. Select it and choose Erase Disk 
from the Special menu. While the confirmation dialog box 
(Are you sure you want to erase...) is on the screen, use the 
paper-clip trick described in the entry above to eject the 
disk. Then insert the damaged disk and click the OK 
button, allowing the initializing to proceed. The Mac won't 
know you switched disks. 

If none of these methods works, or if the initialization 
fails, your disk is really trashed and you should recycle it as 
a high-tech coaster, 

4 disks stuck in drives 


A 

important 

warning 


If a disk is realty stuck in a drive, don't force it, (I know 
someone who tried to get one out with needle-nosed pliers.) 
Whether it's a problem with the disk label or the drive's 
read/write heads, forcing a disk out is likely to ruin the drive. 

A stubbornly stuck disk requires that the drive be taken 
apart. Your dealer can do it, and probably should, but a 
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knowledgeable and intrepid friend can also come in handy. 
(Remember— intrepid aione isn't enough. Free heip can 
turn out to be expensive, if you end up having to buy a new 
drive. — An) 

# disk ejection at startup 

If you're starting your Mac and there's a startup disk in 
the drive that you don't want read, hold the mouse button 
down while you start the machine, and keep it down until 
the disk ejects. You'll probably only need to do this if you 
crash with a disk in the drive. At most other times, you 
won't have a disk in a drive when you start up, because the 
Mac normaiiy ejects all disks when you shut down (and you 
won't have put one in after the Mac shut down because it's 
not a good idea to store disks in a machine when it's ofO. 

You oniy have to do this manual ejection with startup 
disks — other disks get spit out automatically when you 
start the Mac. 

# protecting confidential data (dc/afi) 

If you work with confidential data on disk, keep in mind 
that deleting a file doesn't actually remove the data (see 
deieting and recovering Hies in the basics section above). 
The information stays on the disk and anyone can recover 
your secrets using any one of several utility programs. 
Writing another file to the disk may remove the old file; 
reinitializing the disk certainly will. (For other approaches, 
see the complete delete entry in the utilities chapter and the 
entries on security software in the troubleshooting chapter.) 

4 locking disks 

To lock a disk so that nothing can be changed on it, and 
so it can't be erased accidentally, simply slide the little tab 
in the upper right comer so that the square hole is open, 
(It's always bothered me that the disk is locked when the 
hole is open and unlocked when it's closed.) It's a good 
idea to lock all your master disks. 
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A disk that's locked shows a lock (what else?) In the 
upper left corner of Its window: 
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4 removing old disk labels (C.J. Weigand/Chris Alien) 

CJ: Ordinary lighter fluid will quickly remove old, stub- 
born labels from your disks without causing damage. (Even 
if it seeps inside, it just evaporates. I've even used lighter 
fluid to clean fingerprints and sticky, dried soft drink off 
the actual floppy-disk surface itself.) 

Saturate the label for a few seconds, then gently remove 
It with an inexpensive razor-blade scraper (you can get one 
in any hardware store). The label should lift off pretty much 
in one piece. You can then use a cloth moistened with 
lighter fluid to scrub off any leftover residue. 

CA: Most lighter fluids are impure; they don't evaporate 
completely and leave a film. A better approach is to use 
"stickum" removers available from most art-supply houses 
that are specifically designed for removing labels and 
other sticky paper. With these you don't even have to use 
a razor blade. 
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SCSI devices 

iiSCSI basics 

SCSI (which is short for small computer system interface 
and is pronounced scuzzy) is a standard way to connect 
computers to hard disks and other devices so information 
can pass between them. (Anything that connects to the 
Mac through a SCSI port is calied a SCSI device: this in- 
cludes most hard disks, scanners, CD-ROM readers and 
non-PostScript laser printers.) 

Apple introduced a SCSI port on the Mac Plus; all Mac 
models since then have had at least one external SCSI port 
plus an internal SCSI connection for a hard disk. Those of 
us who were thrilled by how much faster than floppies the 
first Mac hard disk was were bowled over by the first SCSI 
hard disk. 

Another benefit is the ability to connect one SCSI device 
to another, creating a chain of iinked devices any one of 
which the Mac can access. (This is sometimes also called 
the SCSI bus.) 

4 SCSI ID numbers (Michael Sradley/SZA/Chris Alien) 

A SCSI chain can contain seven devices plus the Mac. 
Each device on the chain gets its own SCSI ID number (also 
known as an address), from 0 to 6. The Mac itself (which 
isn't technicaliy a SCSI device) is always assigned ID number 
7 and the internal hard disk (if there is one) always gets 
number 0. 

If you don't have a particular drive set as the startup 
device in the Control Panel (and you can't do that on a 
Plus), the Mac will look first to SCSI ID number 0 (typically 
the internal hard drive), then tiy to start from ID number 6, 
then 5, and on down to 1 , Thus an external hard disk you 
want the Mac to start from should be given a higher ID 
number than SCSI devices that you don't want to start up 
from. 
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very bad SoiTie hard disks allow you to set their SCSI ID numbers 
with software. This Isn't a good Idea, because If any two 
SCSI devices in a chain have the same ID number, your 
system will crash; you may even wipe out data on one or 
more hard disks. (It doesn't matter whether you've changed 
the numbers or they came that way.) 

If you disconnect all of the devices except one, you still 
won't be able to change Its ID number because it will be "in use 
by the System" (since you started from it). Even if you start 
from another SCSI disk, and put the device whose number you 
want to change behind it in the chain, you may get that 
message when you try to change the ID number of the 
nonstartup disk (it shouldn't happen, but sometimes it does). 

This isn't a problem if the ID numbers are set with actual 
physical switches on the hardware. If there's an ID number 
conflict, your system will crash just the same but you'll be 
able to turn the device off, reset one of the switches and 
then restart. (The best kind of SCSI number switches are 
dials, because buttons can easily get bumped and change 
the number of a SCSI device while in use.) 

4 terminators (sza/ah) 

This has nothing to do with Arnold Schwarzenegger. A 
terminator is a little piece of hardware that looks like the 
plug at the end of a SCSI cable, except there's no cable 
attached to it. Terminators keep signals from echoing back 
and forth along the SCSI cabling, which can cause errors. 
The faster a machine is, and the more peripherals are 
attached to it, the more important termination is. 

Every SCSI chain needs one or two terminators. Internal 
hard disks always come already terminated, so if that's all 
you have, you're set. If you have more than one SCSI 
device, you need a terminator on the first and the last 
device in the chain (not counting the Mac, of course) and 
no terminators in between. (This means the first and last 
devices in the actuai, physical chain — the one nearest the 
Mac and the one farthest away — not the ones with the 
highest and lowest SCSI ID numbers.) 
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Since virtually all external SCSI devices have two SCSI 
jacks on the outside of the case, and since all the devices 
In the middle of the chain will have both Jacks filled, the 
simple rule is: if a Jack doesn't have a terminator in it, plug 
one in. 

The problem with that simple rule Is that some de- 
vices — many hard disks, for example — come with termina- 
tion already built In. The manual should tell you whether or 
not that's the case, but given how wretched most manuals 
are, it probably won't. If it doesn't, give the company a call 
to find out. Apple now recommends that manufacturers 
not use internal termination. 

Some devices also have a little termination switch on the 
outside that let you turn termination on and off (depending 
on whether the device is at the end of the chain or not). This 
should be standard equipment on all SCSI devices. 

The llfx is particularly fussy about termination. You 
must use Apple's special black external terminator at the 
end of the fx's SCSI chain, and no device in the chain, 
including the last one, can be internally terminated. naming 




4 chaining SCSI devices (c^. weigand) 

Chain more than a few SCSI devices together and you're 
bound to run into problems. The types of devices installed, 
the way they're terminated, the order in which they're 
hooked up, the SCSI addresses assigned to each device 
and the total length of the interconnecting cables all play a 
role In determining whether or not the system will function 
properly. (For a supposedly standard interface, SCSI needs 
a lot of work.) 




bug 



Some devices won't work correctly if installed together 
on the same bus. For example, if you use a tape drive for 
periodic backups, don't also try to hook up a removable 
hard disk drive. Apple, in its infinite wisdom, designed 
SCSI with only one backup channel and both types of 
drives are considered backup devices. If you connect 
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both, only one will work. They may both appear to work, 
but you'll discover, probably too late (as 1 did), that one of 
them really isn't doing the job: 

1 thought I'd backed up my hard disk successfully on 
tape, but found when trying to restore information from the 
tape to the disk that no files were visible or accessible, even 
via MacTools. Then I tried a different arrangement of the 
drives. The result? Only half a backup was made before the 
tape froze in the drive. A third arrangement resulted in the 
removable-media drive not even appearing on the desktop. 

Contraiy to expectations, some SCSI devices function 
properly only if connected In a certain order; at least one 
tape drive manufacturer requires their unit to be at the other 
end of the chain from the Mac. So you may have to experi- 
ment a bit to hit upon a satisfactoriiy working combination. 
If all else fails, sometimes changing a SCSI address to a 
higher or lower number can get a balky drive working again. 
Make sure no two devices are assigned the same number, 
though, or you might wipe the contents of both disks. 

Some SCSI devices come terminated but, as mentioned 
above, only the first and last in the chain should remain so. 
If you want to use an Internally terminated device in the 
middle of a chain, you'll have to remove the termination. 

Generally, you have to open the case and lift out the 
internal mechanism to get at a device's terminating resis- 
tor, a Job best reserved for a qualified technician. If you're 
fearless enough to try It yourself, however, you should 
know that terminating resistors are usually burnt yellow or 
robin's-egg blue. Most are socketed and snap out easily, 
although you'll occasionally find some that are permanently 
soldered in place. 

If you use too much cable, you'll experience the same 
kind of problems improper termination can cause. The 
total cable length, from the back of your computer to the 
last device in a SCSI chain, shouldn't exceed eighteen feet 
(to be extra safe, fifteen feet). 
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Officially, the standard is seven meters (about 23 feet), 
but that's a dream. The fail length seems to vaiy slightly 
according to the type of cables, connectors and devices 
used. In my experience (1 generally have all SCSI addresses 
in use with a variety of devices), it usually turns out to be 
about eighteen feet, but 1 lost the chain once with as little 
as fifteen feet. 

When experimenting with different SCSI arrangements, A 
be sure to turn off all power before you connect or dis- / 
connect cables. If you do it with the power on, you can get 
transient voltage spikes that can damage the equipment. warning 

4 SCSI cables (ah/sza) 

There are two kinds of SCSI connectors — 25-pin and 50- 
pin — and thus many possible kinds of SCSI cables (25-pin 
male to 25-pin male, 25-pin male to 25-pin female, 25-pin 
male to 50-pin male, etc. — not to mention all the various 
lengths). 

The industiy standard is the 50-pin connector, and most 
SCSI manufacturers keep to it, which means you can use 
one standard kind of cable to chain them together. But, to 
save room, Apple went with a 25-pin connector on the 
back of the Mac. (They do use the 50-pin connector for 
their internal hard disks, but even here, their implementa- 
tion of the interface isn't standard.) 

Most hard drives come with a 25-pin to 50-pln cable 
(called the system cable) for hooking up to the Mac directly; 
if not, you'll need to buy one. The standard 50-pin to 50- 
pin SCSI cable is sometimes called the peripheral cable. 

(For the best peripheral cable to get, see the entry on 
Liberty hard drives in the hard disks section below.) 

Most SCSI cables are about three feet long; you can get 
longer ones, or use expanders on the basic ones, to get 
noisy drives out of earshot. But remember not to go over 
eighteen feet (less is better). 
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4 when SCSI devices won't boot 



If you start your system and one or more of the SCSI 
devices you have hooked up doesn't appear on the desk- 
top, It's usually due to one of these problems: 

• one (or more) of the SCSI devices in the chain isn't 
turned on (for more on this, see the next entry) 

• two (or more) of the devices share the same SCSI ID 
number 



• the chain is improperly terminated 

• the total cabling is too long 

• something's broken — a SCSI device, a cable or a 
terminator 



Utility programs like SCSI Probe or SCSI Tools (described 
in the SCSI utilities entry below) can sometimes help you 
mount devices (get the Mac to realize that they're there). 




bug 



If your chain includes an Apple scanner, there are some 
special considerations — not the least of which is that you 
may need new ROM for the scanner. See the miscellaneous 
hardware chapter for more details. 



The in its used with many SCSI devices can also cause 
problems. If your system runs too low on memory or if the 
inits clash with one another, that can prevent a SCSI device 
from mounting (getting the Mac's attention) For more on 
how to manage inits, see the utilities chapter. 



4 all SCSI devices must be on...probably (sza/ah) 

In general, every device that's connected in a SCSI chain 
must be turned on or the whole chain won't boot. But there 
are some circumstances when you can leave a device off. 

Sharon experimented with a SCSI chain of a Mac Ilex, an 
Apple Internal hard disk, an Apple CD-ROM reader, a 
DaynaDrive and an Apple scanner— in that order. With the 
scanner off, everything else still worked. With the DaynaDrive 
off, she couldn't access the scanner but the CD-ROM still 



chapters — StorMe and memory 



1S9 



worked. With the CD-ROM off, she couldn't access the 
DaynaDrive or the scanner. 

That led her to assume that you simply can't access 
anything on the chain beyond the tumed-off device... but 
then she reconfigured the chain as follows: Ilex, internal 
hard disk, DaynaDrive, CD-ROM and Apple scanner. Mow 
she could access the other devices even when the 
DaynaDrive was off. 

Chris Allen says that if a SCSI device is properly de- 
signed, you should be able to turn it off without it Interfering 
with the other devices on the chain. In any case, the simple 
approach is just to hook up all your SCSI devices to one 
surge suppressor and always turn them on together. 



# SCSI utilities 



Here are three utility programs that are helpful when 
you're using SCSI devices: 

SCSI Probe (a shareware program written by Robert 
Folic) tells you what's assigned to each SCSI number (if 
anything), who manufactured the device and even what 
version it is. It also lets you mount and unmount devices 
(that is, bring them to the Mac's attention and make the 
Mac forget they're there). 




very good 
feature 
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(I use this program — it's neat. We would have put it on 
The Macintosh Bible Software Disks, but we couldn't find 
Robert Folic to get permission from him. Too bad. — Afl) 



Like SCSI Probe, SCSI Tools (shareware by Paul Mercer) 
lets you see which ID numbers are assigned to which devices 
in a chain, and lets you mount and unmount devices. 

SCSI Evaluator ($20 shareware by William Long) does a 
lot of pretty technical things, like check the performance of 
your SCSI drive and bus. When you pay your shareware 
fee, you receive a 100-page manual for the program. 



Hard disks 



# hard disks and hard drives 



Unlike floppies, where the disk and its drive are two 
separate things, a hard disk and hard drive are two names for 
the same thing: a ri^d, usually nonremovable disk (usually 
several disks, or platters, stacked one on top of the other) and 
the case that houses them. 



shortcut 



There's space between the platters and each has its own 
set of read/write heads (top and bottom). In floppy drives, 
the read/write heads actually touch the disk; in hard drives, 
they don't, but the tolerance between the heads and the 
platters is so fine that the smallest dust particle can get in 
the way. That's why hard disks are sealed. 

A hard disk stores a lot more data than a floppy. Because 
the magnetic particles on its platters are smaller than the 
ones on floppy disks, a hard disk can pack more information 
into the same amount of space. 

Hard disks also access data much more quickly than flop- 
pies (open the same file from a floppy and a hard disk and 
you'll see the speed difference right away). That's because 
hard disks spin faster than floppies and because, with the 
information packed more closely, the read/write heads don't 
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have to travel as far. Also, since the hard disk is always spin- 
ning, there's no waiting for it to come up to speed. (One final 
reason hard disks are faster: you don't have to spend time 
looking for, inserting and ejecting all those floppies.) 




the advantage of hard disks 



The speed of hard disks varies, with two main determi- 
nants being fragmentation and interleave. For more on this, 
see the entries on those topics below. 

A third advantage of hard disks is convenience — ^you 
have all your applications and desk accessories in one 
place. I still remember what a thrill it was to get my first 
hard disk and not have to wonder, as I did when 1 used 
several different system floppies, which Scrapbook, Mote 
Pad or Calendar information would come up. 

Before a hard disk can be used, it must be initialized. 
Some manufacturers make you do the initializing yourself, 
but usually the disk is already initialized when you buy it. 

4 you need a hard disk (An) 

Hard disks used to be seen as luxuries, something 
lusted after by the great masses of computer users (myself 
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among them) but owned by few. Now they're pretty much 
standard equipment. A Mac running off floppies Isn't use- 
less but it's hard to do any kind of serious work without a 
hard disk. So if there's any way you can afford one, get 
one. Once you have It, you won't know how you lived 
without it. 

# internal vs. external hard disks (Am 

The advantage of an internal hard disk (one that's mounted 
inside the Mac itselO is that you don't have to lug a separate 
hard disk around when you're moving your Mac. Internal 
hard disks also tend to be somewhat cheaper than an 
equivalent external hard disk and of course they take up no 
desk space. 

There are several disadvantages to internal hard disks, 
however. A Mac with an internal hard disk is both more 
fragile and heavier than a normal Mac. If the disk needs to 
be repaired, you'll be without your Mac for the interim 
(unless you want to pull the internal hard disk out). If you 
want to diagnose whether the hard disk or something else 
in the Mac is causing the problem, it's a lot easier to 
disconnect an external hard disk and plug in a different 
one than it is to remove an internal hard disk. 

So, I think that, everything else being equal, an external 
hard disk is usually a smarter move. 

(You'll certainly want an external drive if you use a Mac 
at work and another at home. It's great to be able to take 
Just the drive back and forth. — SZA) 

4 $/meg (aw 

The first things to look for in a hard disk are reliability, 

- - support and length of warranty. 'Then you want to think 
about price, and the best way to evaluate that is dollars per 
megabyte of capacity. Just take the cost and divide It by 
the number of megs the drive holds (but don't rely on the 
advertised capacity — ^see the next entry for more on that). 
The lower the number, the better. 
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The final consideration Is speed. 1 put this last because 
all hard disks are pretty fast by now, and also because 
advertised speeds don't always have a lot to do with how 
fast a hard disk actually Is when you're using it. Even If they 
did, it's a little like getting a car with a top speed of 150 
instead of 130 — ^what practical advantage is there? 

4 untruth in labelling (An) 

With very rare exceptions, the number of megabytes a 
manufacturer says you get is a lot more than the actual 
capacity of the drive. It's really a disgrace how completely 
unprincipled this has become. 

First they all treat a megabyte as a million characters 
(it's actually 1,048,576 characters — almost 5% more). If 
you don't think that's significant. I'll be happy to take a 5% 
commission on everything you buy. But even using these 
minimegs (as I like to call them), they lie, 

I own one ''144MB" hard disk that holds 133,5 megs 
(136.7 minimegs) and a "45MB" hard disk that holds 41.7 
megs (42.7 minimegs). I'd tell you the brands but it wouldn't 
be fair to them, because virtually everyone does the same 
thing. 

Another way drive manufacturers cheat Is by advertising 
the unformatted instead of the formatted capacity. So — 
ignore a drive's advertised capacity in megs. Qet its actual, 
/brmafted capacity in bytes, divide by 1,048,576, and use 
that In your $/meg calculations. Don't think for a moment 
that you can compare the prices of two "80MB" or " 1 50MB" 
drives until you've determined what each one rea//y holds. 

fk which brand to buy (An) 

We're not big enough to set up a comprehensive pro- 
gram of hard disk testing, so what we'll give you here are 
just some rules of thumb. Still, like most rules of thumb, 
they're based on a lot of experience, mine and other 
people's, and they should serve you well. 
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The first and most Important rule of thumb is: The 
manufacturer of the disk itself is more important than 
whose name is on the case. (It is true that it's the name on 
the case, not the maker of the actual drive mechanism, 
that's going to provide the support. But even the best 
company isn't going to be able to provide good support if 
all their drive mechanisms start going bad, and if the drive 
mechanisms don't fail, you won't need support.) 

In our opinion, the best maker of actual drive mecha- 
nisms (platters, read/write heads, etc.) is Control Data 
Corporation. Their CDC Wren mechanisms are famous for 
continuing to run while being shot from cannons, but they 
only come in larger sizes — about 100 megs on up. 

Most people we know seem to think that the best 
mechanism for smaller drives is made by Quantum (de- 
spite some problems that developed with the Quantum 
drives installed in Macs). We use several of these, and have 
been quite happy with them. 

In our experience, the worst maker of drive mecha- 
nisms is Rodime. At the office we had Rodime mechanisms 
in three different makes of drive and had problems with 
every single one of them. 

Since the drive mechanism is the heart of a hard drive 
(virtually all you have to add Is a power supply and a case), 
some mail-order houses are putting them together them- 
selves. For example, one company we've had veiy good 
service from, APS, packages 40-meg Quantum drives and 
sells them at a very good price, 1 suppose they have some 
sort of name on the case, but we just think of them as 
Quantums. 

Since you won't always know which drive mechanism a 
manufacturer uses (they sometimes switch, or even use 
several suppliers at the same time), a second rule of 
thumb is: Get the longest warranty you can. 

Since manufacturers' warranties don't do you any good 
if a company collapses (as those of us with Jasmine drives 
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discovered), a third rule of thumb is: Buy from a vendor 
you know and trust (and hope they don't change). 

The fourth and Final rule of thumb is: Talk to people who've 
had good, hands-on experience, and get the same kind of 
drives they have. Unfortunately, drive manufacturers come 
and go, and the quality of their products sometimes seems 
to wax and wane with the phases of the moon. So the fact 
that a friend has had good luck with a particular brand Is no 
guarantee that you will too, months or years later. 

Still, your friend's experience is likely to be more cur- 
rent than ours can be, given time lag Inherent in publishing 
a book. That said, the entries that follow describe our 
experience with various brands of hard disk. 



4 Magic drives (ah) 

I've been using a Magic 300 drive from MacProducts 
USA for almost a year and 1 haven't had a bit of trouble with 
it. This isn't surprising, since the drive mechanism is a CDC 
Wren (see the previous entiy). 

300 megs may be more than you need to handle your 
Christmas card list and one-page letters, so you'll be 
happy to know that there's also a Magic 1 50 (for $ 1 500, 
or around $10-$ 11 /meg, depending on what its actual 
capacity is). But if you can afford $2150, consider the 
Magic 300; it's really a luxury to never have to even think 
about how much disk space you have ieft, and with a 
capacity of 290,295K (283.5 real megs), the cost per meg 
is only $7.58. 




very good 
feature 




# Liberty hard disks (cuhs Mien) 

Liberty Systems is a small hard-disk manufacturer that 
makes small hard disks. In fact, their drives are the small- 
est on the market — only two inches wide. Five inches tall 
and seven inches deep (just a little larger than floppy disk 
drives). Yet they contain from 40 to 205 megs of data! 




very good 
feature 



166 



nJHe U^acintosh ^iSCe, TMrd 'Edition 




very good 
feature 




very good 
feature 



Everything Is Included In the attractive gray metal case; 
there's no external power supply, just a standard power 
cable to the wall. (There's also no fan, so these drives are 
virtually silent.) You can easily Fit a Liberty drive into a 
briefcase, with plenty of room left over. For transporting 
large amounts of data, only SyQuest cartridges are smaller, 
but they require an expensive drive at both locations. 

The actual mechanism in the three smallest Liberty 
drives is made by Quantum and comes with a two-year 
warranty. As of this writing, the 40-meg Liberty drive lists 
for $700, the 80-meg for $950 and the 105-meg for 
$1050. They also make a 210-meg drive with a Rodime 
mechanism (I wouldn't trust it. — Ati) for $ 1 600. 

You only get the most basic software with these drives, 
but at least it's reliable. Their manual isn't great but their 
telephone support is adequate. Liberty only sells direct to 
consumers. When you order a drive, there are a couple of 
other things you should get. 

One is a nice grey padded canying case with a shoulder 
strap ($30). The strap is overkill for such a small drive, but 
the case is nice and worth the small expense. The other is 
a cable for connecting SCSI peripherals. Instead of the 
usual stiff, bulky affair, it's a three-inch ribbon cable — 
perfect for anyone whose drives have so many SCSI cables 
behind them they can't get pushed against the wall. And it 
only costs $20. 



ft Ehman hard disks 




Ehman Engineering has a line of internal and external 
hard disks. We bought the 20-meg external for our user 
group because it was the lowest-priced unit around ($400 
at the time). It worked well, it was quiet and it survived a lot 
of travel but... well, there's no way to put this kindly — it was 
ugly (or at least veiy homely). And its awkward size — about 
three inches wider than the standard Mac — kept it from 
fitting in a Mac carrying case. 
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The cases have since been redesigned — not only are they 
prettier but they now match the standard Mac footprint and 
thus will fit in carrying cases. If you have one of the ugly 
ones, for $80 Ehman will put the innards in a new case and 
ship it back to you. (I just broke down and bought a 20-meg 
hard drive for the kids' machine — and I bought an Ehman, 
because I trust it and nobody could beat the price.) 

4 Jasmine (An) 

We praised Jasmine in the last edition of this book and we 
were right to — then. But in late 1989, the quality of their 
drives — and of their service — dropp>ed off a cliff. This may 
have been caused in part by bad components being shipped 
them, but whatever the reason. Jasmine went into Chapter 
1 1 bankruptcy in the spring of 1 990 and, by the time you read 
this, will probably have been purchased by another company. 

If this happens, they'll have the cash to buy the parts to fix 
ail the drives sitting on their shelves. So don't ®ve up hope; 
you still may see that Jasmine drive you sent in for a warranty 
repair nine months ago (you haven't needed it in the mean- 
time anyway, right?). 

4 DataFrame hard disks (sza) 

We used a DataFrame 40 as a File Server at the college 
where I teach, with no problems during nearly three years 
of continuous use (it was never turned ofO- [Unfortunately, 
I've had less success with DataFrames. — AFi) I used the 
same one in my home office for a while and the noise 
drove me crazy. In a large office, the noise may not matter. 

4 DataFrame hard disks (aw 

This is a classic example of how the financial fortunes of 
a hard drive company affect their products. When SuperMac 
(the maker of DataFrames) was doing well, at the beginning 
of their life, their products were superior. But when they 
started to concentrate on video monitors, the quality went 
down. 




important 

warning 




things 
to €Mtnc 



168 



7He (\(acintosfi iMrcC 'Edition 



When they were bought out by another company, the 
quality and service dropped even further. When the com- 
pany bought itself back from its parent, quality and service 
to come improved. Today they appear to be on an upswing, but 

rumor has it that SuperMac wants to sell their hard drive 
arm so that they can concentrate on video products, so 
who knows what the quality will be like in the future. 




# MacinStor hard disks 

The MacinStor drives from Storage Dimensions come in 
sizes from 60 to 660 megabytes. The footprint is the same 
as the SE and it's a nicely-designed unit although, at a little 
more than three Inches high, it's not as sleek as I'd like. It 
has good partitioning software and comes with PC Tools 
for the Mac. 

The noise level of the unit 1 tested, however, was 
unacceptable — at least for a home office. Storage Dimen- 
sions says (I have no reason to doubt it, but 1 haven't heard 
it for myself, either) that their new units are quieter. 



4 SyQuest cartridges (chris Mien) 



One of the most popular kinds of hard disk today is the 
45-megabyte removable cartridge manufactured by 
SyQuest. Yet you rarely hear SyQuest's name mentioned, 
because other manufacturers package SyQuest's drive 
with their own case, power supply and custom software 
and sell it under their own names. 



All these drives function the same. The 45MB cartridges 
are interchangeable among all of them, and even the 
software from one company can be often used on another 
company's drive (although this isn't recommended.) 




bargain 



While SyQuest drives typically cost twice as much as 
regular hard drives of about the same size, additional SyQuest 
cartridges are cheap, usually around $120. Obviously, the 
ability to pick up another 45MB of storage for $ 1 20 is very 
attractive and, in fact, most SyQuest drive owners find they've 
accumulated five or ten cartridges in no time at all. 
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Unlike Bernoulli drives (a competitive removable-cartridge 
system), SyQuest drives are as fast as ordinary hard drives — 
in fact, with an access time of about 25 milliseconds, they're 
faster than most of Apple's drives. They are louder, however, 
so they're more often used for secondary purposes like 
backup and archiving, rather than as primary units, 

(These drives use some impressive technoiogy. The piat- 
ter is made from a nickei-cadmium siuny, which is very hard 
stuff, and is coated with a fluorocarbon that's many times 
more slippery than Teflon. To get dust and other Junk off it, 
the disk spins up to 4200 rpm when you turn it on, then 
back down to its operating speed of 3260 rpm. — An) 

SyQuest drives are good for people who do project or 
client work. You can put each project or each client's data 
on a separate cartridge, leaving your applications and per- 
sonal files on your primary hard drive, SyQuest drives are 
also useful for desktop publishers — many typesetting bu- 
reaus now have them, so that customers with large docu- 
ments or complex color images to print can bring in a 
cartridge instead of a raft of floppies. 

The press has generally given the SyQuest technology 
good reviews, but some people have claimed that the 
cartridges are not reliable, 1 personally believe that the 
cartridges are just as reliable as any hard drive on the 
market — it's just that most people don't treat them with 
the same care they accord their regular hard drives. In my 
experience, if you treat each SyQuest cartridge as well as 
you would a more expensive regular hard drive, you won't 
encounter reliability problems. For example, a car can get 
hot when parked in the sun, so you shouldn't leave car- 
tridges in your briefcase in the back seat. 

Several companies sell SyQuest drives, including Mass 
Micro (DataPak drives), PLI (Infinity 40 Turbo), MicroTech 
(R45 drives) and AIC (Slimline). 

Mass Micro's drives come in three shapes. One is for 
putting under compact Macs like the Plus and SE, and it 
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has a slight tilt to position the Mac screen for better 
viewing. The second fits perfectly on top of a Mac 11, Ilx or 
Ilfx; Its styling is coordinated and it has room for two 
SyQuest drives or a SyQuest drive and an ordinary hard 
drive. The third is sized and styled for the Mac Ilex and Ilcl. 
Mass Micro's drive software Is somewhat Inelegant and 
utilitarian, but it does the job. 
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The Infinity 40 Turbo from PLI (reported to be the most 
reliable) comes in a one-drive and two-drive configuration. 
Both are designed to fit under a compact Mac; if you're 
using them with a II, you can stand them on their sides. 
PLI's case has a unique rounded style you either like or 
dislike. Their drive software is among the best — elegant 
and full-featured. 'The drive comes with Symantec's SUM 
and is filled with public-domain files, shareware, clip art 
and software demonstrations, 

MIcroTech's R45 is newer and only comes in one shape — a 
traditional rounded-comer box that looks like hard drives from 
other manufacturers and fits under a Mac Plus or SE. MicrciTech's 
drive software is almost as good as PLI's, The drives come with 
a copy of Morton Macintosh Utilities and Total Recall, a backup 
application. At $1100 list, the R45 is also one of the least 
expensive of the name-brand SyQuest drives. 

MicroTech is reportedly coming out with a new hard 
drive that uses a Ricoh 50MB removable cartridge. I'm 
unfamiliar with this cartridge, and I don't know if MicroTech 
will discontinue production of SyQuest drives. 

(We've used SyQuest drives from AlC (Advanced Infor- 
mation Concepts) for years and have been impressed with 
the service we've gotten from the company. Many of the 
peopie who work at AlC came from Custom Memory Sys- 
tems, the very first company to sell SyQuest drives for 
Macintoshes, so they have as much experience with this 
technology as anybody— if not more. — AM) 



Many other SyQuest hard drives are available on the 
market, including some "generic" brands that have no 
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label on the case. Be sure to check out the drive software 
with a dealer or a friend before purchasing a no-name 
brand of SyQuest hard drive (actually, this is good advice 
before purchasing any no-name hard drive). 

fk care and feeding of hard disks (dc/ah) 

Hard disks are remarkably tough, but cruel and unusual 
punishment can damage them. The most important rule is 
not to move a hard disk when it's turned on. And when you 
move it, pick it up) — never scoot it across the desk surface. 

Another thing to avoid is rapid temperature changes. 
Don't carry a hard disk around in your trunk all day in the 
dead of winter, bring it inside and start it up; give it a 
couple of hours to warm to room temperature. 

When you transport a hard disk, make sure its heads are 
parked. Some hard disks automatically park the heads 
each time you shut down (the right way to do it); others 
require that you specificaliy tell them to park the heads. 

ft starting and turning off hard disks (ah) 

In general, you should turn on your hard disk(s) first, wait 
untii it's up to speed and then turn on the Mac. If both are 
connected to a surge suppressor or a power strip. It's fine to 
turn them on simultaneously (although the larger your hard 
disk Is, the more likely you are to have trouble with this). 

When shutting off the Mac, you should follow exactly the 
opposite procedure — first shut off the Mac (by choosing 
Shut Down from the Finder's Special menu), then shut off 
your hard disk(s). 

fk accidentally shutting off a hard disk 

If you accidentally turn off your hard disk during a work 
session, as I once did — don't panic. Just turn it back on. 
Usually, your Mac won't know the difference. There are two 
times when it will. If you were in the middle of opening a 
file, you'll have to try opening it again. If you were in the 
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middle of saving a File, you probably won't be able to get at 
It unless you know how to recover damaged Files. 

4 organizing a hard disk (ah) 

The general principles of good organization apply to 
hard disks as much as they do to anything else. Prime 
among these, of course. Is apfeaeiip. By an Incredible co- 
incidence, the letters that make up this word (which, as 
you undoubtedly know, means good housekeepingin Fijian) 
are also the Initials of the English phrase a place for ev- 
erything and everything in its place. 

Apfeaeiip Is, of course, an unattainable Ideal. That's 
why you need a wrong-place box. 1 came upon this concept 
when living with four roommates. We'd take turns straight- 
ening up but that was an impossible task when all kinds of 
stuff, of indeterminate ownership and importance, lay 
randomly about the house. 

So we got a big cardboard box and put It In a central 
location. Then we had a meeting and agreed where things 
belonged. Ftom that point on. If anything wasn't in its 
place, whoever was straightening up put it in the wrong- 
place box. If you couldn't find something where you left it, 
you Just looked there. (This sounds sort of fascistlc, but it 
was actually a veiy simple and easy way to deal with the 
problem.) 

If you share your hard disk (and maybe even If you 
don't), you need a wrong-place box — a folder called need 
to be put away, left in the wrong place or the like. You just 
pop things In there when they're In the way and then 
periodically, when you don't have anything more pressing 
to do, you open that folder and figure out where all the 
stuff in it really belongs. 

There are two basic ways to organize folders on a hard 
disk — by type of application (graphics, word processing, 
databases, etc.) and by type of work (Project A, Project B, 
budget, personal, etc.), in general. It makes sense to use 
both kinds of folders, even though you'll sometimes forget 
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whether a given document is Filed away under a work 
category or under the kind of application that created it. 

Don't lay down a rigid organizational scheme and then 
be afraid to break out of it. For example, if you use a 
particular program frequently, it's fine to put its icon by 
itself out in the disk window (also known as the root di- 
rectory) even if all the related programs and documents 
are In a folder. 

By the same token, if you use one particular document 
most of the time you use a given application, put its icon, 
rather than the application's icon, somewhere easy to get 
to — not where related programs and documents are kept. 
(You may prefer to use one of the utilities that let you get at 
applications and documents without having to go through 
folders; they're described In the utilities chapter.) 

I like to view folders and programs by name and docu- 
ments by date (so the ones you worked on most recently rise 
to the top of the list). Viewing by name or date also gives you 
nice, small icons that don't take up a lot of room. Combining 
that with careful positioning and "staircasing" of nested win- 
dows allows the maximum amount of data to be viewed. 

One last general rule: it's your desktop. You can do 
whatever you want with it. There's no right or wrong way to 
organize things. In particular, remember that you can 
name your folders whatever you want. (I have one called 
deaiing with psychopaths — which, unfortunately, is chock 
full of stuff.) Feel free to reorganize and rename folders 
and files often — a good desktop is constantly evolving. 

4 putting hard disks where you can't hear them (aw 

Hard disks are great, but even the ones without fans 
make a fair amount of noise. If you're sensitive to noise 
and love the fact that all Macs through the Plus were 
virtually silent, a hard disk is likely to bother you. 

Fortunately, the solution is simple. Just attach a long 
cable to your hard disk and put it in a closet or some other 
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place where you can't hear it (for a long time 1 kept them on 
a shelf outside — and above — the door to my workroom). 

As mentioned in the SCSI section above, SCSI drives 
are designed to accept cables up to seven meters, or 2 1 
feet (seven meters is almost 23 feet, not 21, but don't 
blame us — ^we're just quoting from the box Apple's cables 
come in). Hardware pundit C. J. Weigand says you shouldn't 
go more than 15-18 feet. 

Since it seems unlikely that you can physically harm a 
drive by putting it on a long cable, it makes sense to at 
least experiment with one; if you do have problems, you'll 
only be out the price of the cable. I think long cables may 
somewhat increase the number of crashes you experi- 
ence, but since you always back up your work eveiy fifteen 
minutes or half hour (right?), you won't lose much data, 

4 a fleet is only as fast... (dc) 

If you have more than one hard disk connected to your 
Mac, you'll find that returning to the desktop from an 
application will only be as fast as the slowest drive con- 
nected. You can speed things up somewhat by keeping all 
the windows on the slower drive(s) closed. 

# rebuilding the desktop (szA/Ati) 

The desktop file keeps track of deleted files as well as 
current ones, which means it just keeps getting bigger. 
Since the file has to be read each time the desktop is 
displayed, starting up and returning to the Finder can get 
pretty sluggish. The solution is to rebuild the desktop (file), 
which flushes out all the obsolete Information, 

To rebuild the desktop file on the startup disk, hold 
down 1 36 1 Option I while starting the computer or while insert- 
ing the disk. Another way to do it is to delete the current 
desktop file, using one of the utilities, like DiskTop or Disk 
Tools, that lets you work with invisible files. When you 
return to the Finder, a new desktop file will be created. 
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If you try to rebuild a hard disk's desktop file while 
running MultiFinder, you may get a message that there's 
not enough memoiy to complete the operation. Switching 
out of MultiFinder and starting again with [ as I option I down 
usually takes care of that problem. 

4 fragmentation 

Each sector on any Macintosh disk holds 512 bytes, or 
half a K, of information. Since most files are bigger than 
512 bytes, they occupy several sectors, and large files may 
take up several tracks. 

When a disk is relatively empty, a file is stored on it in 
contiguous sectors, one after the other; this makes for fast 
saves, and for fast reads when you want to open the file 
later. But here's what happens after you've been using 
your disk for a while: 

Let's say you start by saving three files to disk: A (which 
takes up ten sectors) B (five sectors) and C (fifteen sec- 
tors), Your disk will now look something like this (for the 
purpose of saving me hours of extra work on these illustra- 
tions, please ignore the fact that, on a disk, sectors are 
arranged in concentric circles, not in a grid): 
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Mow you erase file B; this frees up five sectors. You 
create a new file, D, and save it to the disk, where it 
requires eight sectors. The first five go where B was and the 
last three are put after file C. Mow your disk looks like this: 
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Then you edit File C and save it again — oops, it needs 
more than fifteen sectors now, so the overflow is put after 
the second part of file D. Now your disk looks like this: 




And so on. As your disk gets fragmented (actually, it's 
the nies that are fragmented, but the phrase eveiyone uses 
is disk fragmentation), both reading from it and writing to it 
really slow down. 

Fragmentation occurs on all disks that get a lot of use, 
but floppies are so small and so slow anyway that it's realiy 
only a concern on hard disks. For what to do about 
fragmentation, see the next entry. 
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4 defragmenting hard disks (ah/sza) 

Once a disk is fragmented, you're not stuck with it that 
way — aii you have to do is defragment it. This invoives using 
a program iike DiskExpress or PowerUP to rewrite all the files 
to your disk so they occupy contiguous portions of the disk. 
SUM from Symantec also includes a defragmentation utility. 

Always back up your work before you defragment. If the 
computer crashes or the electricity goes off, you risk losing 
the files that are temporarily in memory while they're 
transferred from one part of the disk to another. 

Don't think that defragmenting is a minor housekeeping 
chore to do at the end of the day. It took Sharon about 
three hours to defragment a 20-meg drive; larger drives 
would of course take longer. 

You can also defragment manually (that Is, without the 
help of a defragmentation utility). Simply back up all your 
files, reinitialize the drive and then copy the files back onto 
it from the backups. This approach obviously gets less and 
less practical the larger your hard disk gets. 
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4 interleave ratio and disk speed 

The interleave ratio controls how the sectors are organized 
on each track of the disk. A ratio of 1 : 1 means that the sectors 
are in straight numericai order— 1, 2, 3, etc. A ratio of 2:1 
means that numbers skip to every other sector — 1 is the first 
sector, 2 is the third sector, 3 is the fifth sector, and so on 
(which numbers are on the intervening sectors depends on 
how many sectors there are aii together). 

Here's what those two interleave ratios look like (except, 
of course, there are actuaily hundreds of sectors in a track): 





A 3: 1 ratio means that sequential numbers are on every 
third physical sector: 
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A 1:1 interleave allows information to be read the most 
quickly, since the Mac can read all the sectors in just one 
revolution of the disk. But some Macs Just can't read that 
fast. They'd still be digesting the information from sector 1 
while sector 2 whizzed by and then they'd have to wait 
another revolution of the platter till sector 2 showed up 
again — and then they'd miss sector 3. 

Mac II's and SE/30s can process data fast enough to use 
the 1 : 1 ratio on their drives. Regular SB's need the 2: 1 
interleave. The Plus is a slow reader — it needs the 3: 1 ratio. 

When you use a hard disk with the wrong interleave ratio, 
everything slows down. If it's a faster interleave than a 
particular Mac can handle (using a 1 : 1 interleave with Mac 
Plus, for example), extra revolutions are needed to get back 
to the sectors that the Mac couldn't process on its first pass. 
If it's a slower interleave than a particular Mac can handle 
(using a 3: 1 interleave with an SE/30, for example), the Mac 
is just twiddling its thumbs waiting for the next sector to 
show up while the interleaved ones go by. 

And that's why when you initialize a hard disk, you're 
asked to indicate which computer you'll be using it with, 

4 partitioning 

Most hard disks come with partitioning software that lets 
you divide the disk into smaller segments called volumes. 
The Mac then treats each volume as a separate disk, giving 
each its own icon on the desktop. You can mount and 
unmount volumes (usually through the Control Panel), 
making them available or not to the Mac, 

There are several reasons for partitioning a disk: 

• If you keep running out of Finder memory under 
MultiFinder, partitioning can cut down on how much 
memory you need to set aside. (For more information 
on that, see the entry when the Finder runs out of room 
in the chapter on basic system information.) 
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• With fewer megs of information to read through on 
startup, the Mac gets to the desktop faster and also 
returns to it more quickly when you quit an application. 

• When you back up your work, you only have to back up 
the volumes you've worked with instead of the entire 
drive. 

• Since the system folder and application files don't 
usually get changed that much, keeping them in their 
own partition means you won't have to defragment that 
section very often. 

• Some partitioning programs can be used as security 
systems by not letting you mount a volume without the 
right password. Even without password protection, 
partitioning can provide low-level security because if 
someone doesn't know there's another volume, or how 
to mount it, the information on it remains private. 

Here are some examples of the sort of things you might 
want to partition: 

• I keep all my finance and tax stuff in one volume; I don't 
need it except once a month when I do the checkbook, 
and four times a year for estimated tax. I don't want to 
keep all that stuff on floppies, but I don't need it 
hanging around every day on my desktop either. 

• Fonts and clip art that I use on-and-off stays off till I need 
it, but I don't have to get up for a floppy when I do. 

• I have friends with megabytes of info on specific clients 
(graphic design stuff, newsletters) that's only needed 
when they're working on particular projects. 

• Every two or three months I find time to get back to 
programming, but I don't need that stuff around in the 
meantime. 

(I've never partitioned a disk and have never felt the 
need to, but I think Sharon makes some interesting argu- 
ments for it here. — ATi) 
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4 another reason to partition (curts Mien) 

There's a limit to how many different applications and 
documents can exist in a single volume. The first thing to 
run out will be icons, and you'll see generic icons on many 
documents and applications. You can actually get to a point 
where the Finder loses track of a file and it "disappears" 
from view, although it's realiy there. 

This is the reason why there's a limit to how many files 
can be put on a public-domain CD-ROM. BMUQ recently 
had to split theirs into two separate disks even though 
there was room on the CD for more stuff. This problem will 
always occur as you exceed a certain number of files, or 
600 megs or so, but can occur much sooner if you have 
many different types of files (as many of us do who collect 
public-domain software.) 

The only solutions to this problem are partitioning or 
using the Desktop Manager file from the AppleShare disks 
(Apple's networking software). Desktop Manager creates 
multiple desktop files rather than just one, and thus lets 
you have lots more files in a volume. It also brings the 
desktop up much faster. 

Although Apple doesn't endorse using Desktop Manager 
except with AppleShare, 1 know many people who do. Desk- 
top Manager will be Incorporated into System 7 to solve the 
problem of too many files in a volume. 

4 what to look for in partitioning software 

There are two major kinds of partitioning software — the 
real thing and something called file partitions. These are 
simply giant files on the same disk, rather than a separate, 
mountable and demountable volumes. 

File partitions are extremely difficult to recover, since 
they're a combination of all sorts of file types, so If some- 
thing happens to one of them, eveiything you've stored in 
it will probably be lost. So It's best to stick with true 
partitioning software. 
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Here are some considerations to heip you choose among 
partitioning programs: 

• Once you choose a size for a partition, can you change 
it later? 

• How easy is it to mount and unmount the volumes? 

Most volumes are manipulated through the Control 
Panel, but you should also be able to simply drag a 
volume to the Trash to unmount it. 

• Is password protection available for any or all partitions? 

• Can specific partitions be automatically mounted when 
you start your Mac? 

• How will the partitioning affect any backups you've 
already made, and how will it interact with backup and 
defragmenting software? 

Memory upgrades 

4 how much memory do you need? (An) 

One meg Is enough to use most word processors, 
simple graphics programs, spreadsheets and the like, one 
at a time. If you're running NultIfTnder, you'll need at least 
two megs to do anything useful, and you'll probably be 
happier with four or five megs. The same is true if you want 
to use PageMaker or other heavy-duty page layout, graph- 
ics or CAD programs. 

4 memory upgrade basics (Lany pina/szA/An) 

When reading about memory chip>s, keep in mind that 
they're sized In kilobits (1024 bits). Unfortunately, kilo- 
bits are abbreviated K, just like kilobytes (1024 bytes ) — 
the eight-bit units used to measure the computer's total 
memory. Likewise, both megab/ts and megabytes are 
commonly called simply megs. Since there are eight bits 
to a byte, you need eight one-megab/t RAM chips to get a 
megabyte of RAM. 
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The original 128K Mac contained sixteen 64-kilobit RAM 
chips — for what at the time, seemed a whopping amount 
of memory. A year later, Apple substituted 256K chips and 
was able to produce essentially the same machine with 
four times as much memoiy (512K). In both cases, the 
chips were soldered (not socketed) to the motherboard 
(the main printed circuit board in the Mac). 

Rather than having to desolder and resolder 256 con- 
nections (sbcteen pins times sixteen chips), dealers took 
your old board in trade (it went back to the factory to 
become someone else's upgrade) and sold you a new one. 
This is called a board swap. 

To upgrade the 5 1 2K Mac, you need a daughter board 
(so called because it mounts on top of the motherboard). 
Some daughter boards snap into place without soldering, 
bgt they only work with absolutely perfect motherboards; 
if there's been any previous upgrade or repair work, the 
snaps may not line up properly. 

An Important consideration when buying a daughter 
board is whether the extra memoiy is socketed or sol- 
dered — ^socketed is always easier to deal with but soldered 
is more reliable. 

Beginning with the Mac Plus, Apple started supplying 
RAM chips on tiny boards called SIMMs {single in-line 
memory modules). Each SIMM has eight memory chips on 
it (some also have a ninth parity chip as well). When each 
of the eight chips is 256 kilob/ts, you have a 256 kilobyte 
SIMM. (Unlike individual memoiy chips, SIMMs are mea- 
sured in kilobytes and megabytes.) When each chip is 1 024 
kilobits (one megabit), you have a 1024K (one-meg) SIMM. 

By replacing the SIMMs that come with the computer 
with higher-density ones (that is, ones that have more 
memory on each chip), you can increase the memoiy in 
your computer. The Plus and the SE have four slots for 
SIMMs; the SE/30 and ail the ll's have eight. 
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4 DRAM VS. Static RAM 



Most memoiy chips are DRAMs (DED-ram, for dynamic 
RAM). DRAMS need to be constantly powered with electricity 
to remember what's been stored in them. ('That's why you 
lose the contents of memoiy when you shut down your 
computer.) 

Static RAM, the kind of memory used in the Mac Por- 
table, doesn't need to be constantly supplied with electric- 
ity, but its cost is phenomenal compared to DRAM. 



fl all about SIMMs 



When you buy SIMMs to upgrade your memory, there 
are a number of things to consider: size, RAM amount, 
profile, parity and speed. 

The overall size of SIMMs depends on where they're 
going — into your Mac, the LaserWriter or wherever — but, in 
general, they're about 1" x 4". Be aware that SIMMs for 
LaserWriters and SIMMs for Macs aren't interchangeable. 

'Two kinds of SIMMs are currently available — 256K and 
one-meg. (Denser SIMMs are on the way.) Few people buy 
the 256K SIMMs when they upgrade — they get the one-meg 
chips. How many chips you need depends on the model of 
Mac you have and its maximum amount of RAM (as well as 
how much RAM you want or can afford to add). For details, 
see the entries below on upgrading different types of Macs. 

The profiie of a SIMM is something else you need to 
know about when you add memory. Depending on how the 
DRAM chips are installed on the SIMM, it's known as high 
pronie (also called a DIP SIMM) or low proPiIe (also called 
surface mount). Be sure to get low-profile SIMMs if you're 
upgrading an SE — high-profiles are hard to get into the 
sockets, and even if they go in, they might interfere with 
the installation of an accelerator (or other) board. 
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Some SIMMs have a ninth chip that's used for parity- 
checking (don't worry about what that is). Since the gov- 
ernment sometimes requires this ability in the machines it 
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buys, Apple has made it an optional feature on the newest 
Macs. You can use parity SIMMs in any machine, and the 
ninth chip will just be Ignored if you don't need the parity — 
but they cost more, so it's normally not a good idea 

SIMMs also vary in speed, which is measured in nano- 
seconds (billionths of a second, abbreviated ns). SIMMs 
currently come in speeds of 60ns, 80ns, 100ns, 120ns 
and 150ns. (In this case, the lower the number, the faster 
the chip — since we're measuring how long it takes the Mac 
to access the memory.) 

The Mac Pius and SE were designed for 150ns SIMMs, 
the SE/30, II, IIx and Hex require 120ns SIMMs and the ci 
and fx use 80ns SIMMs. You can always put a faster SIMM 
into a machine (an 80ns into a cx, for example), but you 
won't gain any speed by it and will probably cost you more. 
You can also mix SIMMs of different speeds, as long as the 
slowest isn't slower than your machine needs. 

If you don't know what speed your SIMMs are, look for 
some numbers in fine print; -10, -20 and -15 stand for 100, 
120 and 150 nanoseconds, respectively. 



4 upgrading Pluses and SB's 

The Plus and SE each have four slots for SIMMs, and 
each pair you put in must be the same size. So there are 



only three possible combinations: 

SIMMs installed total RAM 

four 256K SIMMs 1MB 

two 256K SIMMs + two 1 MB SIMMs 2.5MB 
four 1MB SIMMs 4MB 
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One pair of SIMMs goes in the first two slots and the 
other in the back two slots. (If ail four are the same size, 
you don't have worry about this. If you're mixing sizes, 
however, you can't put one pair in the first and fourth slots 
and the other pair in the middle slots.) 
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In the Plus and early SE's, the pair of larger SIMMs goes 
into the first two slots and the smaller pair into the back 
slots. On later SE's, it's reversed: the larger pair goes into 
sockets 3 and 4. 

For the Plus and the SE to make use of the extra memory, 
certain resistors — or, in the later SE's, a jumper cable — also 
need to be cut. Let an experienced person do this for you. 

# upgrading SE/30s and Mac B's 

The SE/30 and all the Mac IPs so far have eight slots for 
SIMMs; they're arranged in two banks of four. All four SIMMs 
in each bank must be the same size. You can fill all four 
slots with 256K SIMMs or with 1 MB SIMMs, or you can leave 
all four empty, but you can't fill fewer than four slots in a 
bank. So there are five possible combinations: 



SIMMs in 
bank A 


SIMMs in 
bank B 


total RAM 


256K 


empty 


1MB 


256K 


256K 


2MB 


1MB 


empty 


4MB 


1MB 


256K 


SMB 


1MB 


1MB 


SMB 



Installing SIMMs in a cx, ci or fx is a cinch— Just take off 
the cover and carefully plug them in. In the II, IIx or Ilfx, 
you have to take off the cover, detach the floppy drive 
cables and remove the hard disk to get at the SIMM 
sockets. The SE/30, of course, has to have its case cracked 
open and its logic board removed (by someone who knows 
what he or she is doing) for the slots to be reached. 

4 never use a 2MB or 4MB machine 

This entry title isn't quite accurate, but it caught your 
eye, didn't it? The real title is never upgrade a Flus or SE 
to two megs of RAM and never upgrade an SE/30 or any 
Mac II model to four megs. Here's why: 
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The Plus and the SE come with four 256K SIMMs (one 
meg total). If you buy two 1MB SIMMs, simply replace two 
of the smaller SIMMs and leave the other two in place; this 
gives you 2,5MB of memoiy instead of just 2MB. 

The same general rule applies to SE/30's or IPs that 
come with four 256K SIMMs. Buy 1MB SIMMs for the four 
slots that are empty and leave the 256K SIMMs In the other 
bank of slots; this takes you up to SMB. 

If you fill all your slots with 1 MB SIMMs (giving you four 
megs of total RAM on a Plus or SE and eight megs on an SE/ 
30 or any of the Mac IPs), you're likely to have 256K SIMMs 
left over. You won't be alone. There are so many 256K chips 
around, you can probably get some for free. At the college 
where I teach, they're being turned into key rings, I have 
four of them somewhere amid the clutter of my desk. 




ift do use a 2MB machine (An) 

Exactly because 256K SIMM's are so readily av 2 iilable, 
for little or no money. It makes sense for a lot of people to 
upgrade a 1MB Mac 11, llx, cx or ci to 2MB. Just put 256K 
SIMMs In the empty four slots. (This wili also work to 
upgrade an fx, which comes with 4MB, to 5MB.) 

Two megs are plenty if you don't use MultiPinder, 
PageMaker or other memoiy hogs. If you decide it's worth 
the extra $300+ to go to SMB (or SMB on an fx), you're oniy 
out what those 256K chips cost you — which shouldn't 
have been veiy much, if anything at ali. 



Memory allocation 



4 checking memory amount 

To see how much memory your Mac has.. .well, you 
probably already know how much memoiy your Mac has. 
To check how much memory someone else's Mac has, 
choose About the finder from the 4 menu when you're on 
the desktop and look at the Total Memory figure. 
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in -:^ Rbout the Macintosh”^ Finder 



Finder: 6.1 Larry, John, Steve, and Bruce 

System: 6.0.3 OApple Computer, Inc. 1 983-88 



Total Memory : 
^Vord 
B Finder 
^ System 



8J92K Largest Unused Block: 4.915K 



1,500K 

160K 

1,617K 



m 






<t unexpected out of memory messages 

When I graduated to five megs of memory, I never ex- 
pected to see an out of memoiy message again — but I did. 

I haven't yet seen one with my new eight megs of memory, 
but no doubt I wiil eventually. 

Here are some of the situations that can give you out of 
memoiy messages even when you think you have more 
than enough: 

• Inits in your System take up memory. Each one alone 
usually doesn't take up much, but together they can 
add up. 

• The more things your System is expected to handle, the 
more breathing room it needs (see the System heap 
entry below). 

• The RAM cache in the Control Panel can be configured 
to use varying amounts of RAM, but you may not even 
know that it's on. (See the entry on RAM caches below.) 

• Using a special facet of a program, like Word's spelling 
checker, uses up RAM that would otherwise be 
available for the program or document. 

• Opened desk accessories use up memory. 

Potential memory-usage problems that are specific to 
MultiFinder are covered In detail in the chapter on system 
basics, but here's a brief list: 
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• Partitions for applications may be set too small. 
Applications can't take advantage of extra memory 
unless you set them up to do so. 

• Memory can get fragmented, so that while you have 
enough total memory, it's broken up into unusable bits 
and pieces. 

• When you're using large storage devices, there might 
not be enough memory allocated to the Finder. 

# the System heap 

Without getting too technical, the heap is a portion of 
memory set aside for a special purpose. There are the 
System heap and application heaps. You shouldn't ever have 
to worry about application heaps, but the System heap is 
something you need to pay attention to if you're running 
MultiFinder with more than a few basic inits and/or applica- 
tions (the number of applications is the problem, not the 
amount of memory you give eacli one). 

When you choose About the Finder from the # menu on 
the desktop, you'll see a bar that Indicates how much 
memory is allocated to the System; the dark part shows 
how much of that allocation is in use. To provide enough 
breathing room for your System when several applications 
are open, about a third of the bar should be light when 
none are open: 



No applications 



Word, SuperPaint 

,, Word, SuporPaint 
FileMaker, 'PagoMakor 




The easiest way to adjust the System heap allocation is 
with a utility like CE Software's HeapFixer. It comes with 
most of CE's products, and is also available on bulletin 
boards and electronic information services. 
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# the RAM cache 



A RAM cache is a portion of memoiy set aside to hold 
information about the operations you perform frequently 
on your computer. When the cache is on, each thing you 
do that requires disk access is stored there, so the next 
time you do it, the information is retrieved from RAM 
(ve/y quickly) instead of from the disk (a lot more slowly). 
Here are some of the things you can speed up with a RAM 
cache: 



shortcut 



• Opening and quitting applications or desk accessories. 
Immediately after starting my computer, it took nine 
seconds for my Control Panel to open. The second time 
I opened it, it took only four seconds (because all the 
Control Panel info was in the RAM cache). 

• Operations within an application. Large applications 
don't reside entirely in memory. When you do 
something beyond the basics (print preview, say, or 
checking the spelling), the information on how to do it 
is loaded into memory from the disk. Using a RAM 
cache leaves these segments of the program in memory 
so you'll get them faster the next time you want to do 
the same thing. 

• Switching between applications in MultiFinder. Parts of 
each application remain in memory even when you 
switch to another application, so when you switch back 
to it, less stuff has to be pulled off the disk. 

You can't assign things to a RAM cache; whatever you do is 
stored there until you need it again (unless it's been flushed 
out to make room for other things you've done since). 

You set the RAM cache size — and turn it on and off — 
using the General Icon in the Control Panel, (See the figure 
at the top of the next page.) 

As with many Control Panel devices, the settings you 
choose will not be activated until the next time you start 
your Mac, 
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Control Panel 



O 



init cdev 2.0 



AutoSave II 






Capture 



3.5.1 
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Desktop Pattern 



Menu Blinking 
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Rate of Insertion 
Point Blinking 



o ® o 

Slow Fast 



Time 

1:54:13 AM 



® 12hr. 024hr 



Date 
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Ooff 




ll RAM cache settings 

Apple recommends the following RAM cache settings: 

• when running under MultiFinder, 32K for each meg of 
RAM 

• when not running under MultiFinder, 25% of your total 
RAM 

If you want more RAM cache than this, keep In mind that 
the maximum you can use while in MultiFinder is 348K for 
each meg of memory you have. If you set the cache higher, 
it's automatically reset to 348K per meg. Here's a summary 
of the recommended amounts and the maximums: 



total megs 
of RAM 


rec. without 
MultiFinder 


rec. with 
MultiFinder 


max. with 
MultiFinder 


1 


256K 


32K 


348K 


2 


512K 


64 K 


696K 


2.5 


640K 


80K 


870K 


4 


1024K 


128K 


1392K 


5 


1280K 


160K 


1740K 


8 


2048K 


256K 


2784K 
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4 RAM disks 

A RAM disk is a portion of memory that's set aside to act 
as a temporary disk. You use a utiiity program to create the 
RAM disk, which then appears as an icon on your desktop. 
You use the disk as you would any other disk, except that 
when you shut off your computer, everything in the RAM 
disk disappears. 

So what good is it? Well, what's stored on a RAM disk 
can be retrieved a lot faster than what's stored on a disk. 
Put an application there and you'll notice that virtually all 
its operations speed up. Put your System and Finder there 
and all the things they do will speed up. 

So where do you get a RAM disk utility? None are sold 
commercially, but you can get them from user groups, 
bulletin boards, commercial information services and on 
The Macintosh Bible Software Disks, described in the last 
chapter of the book. 

4 virtual memory 

Virtual memory is sort of the opposite of a RAM disk — 
it's a technique that lets the computer use part of a hard 
disk as if it were RAM. This is extremely useful for large 
graphics, long animations, complex sounds, lots of scan- 
ning, or keeping a lot of files open at the same time. 

Things get swapped from RAM to the virtual memoiy 
section of the disk and back again based on when (and 
where) they're needed. If things work as they should, the 
swapping is transparent to the user, with no slowing of 
operations for disk access. The main advantage of virtual 
memory is that disk space is much cheaper than RAM, 

System 7 allows virtual memory — if you have at least 
two megs of RAM and a Mac based on the 68030 chip (or a 
Mac 11 with a PMMU — paged memory management unit — 
added to it.) Although you can run System 7 with two megs 
of RAM, you really need about four megs for virtual memoiy 
to run smoothly and efficiently — to make the memoiy 
swaps really transparent. 
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4 Virtual 2.0 (Chris Allen) 

If you can't wait for System 7, virtual memoiy capabili- 
ties are available in a product called Virtual 2.0. The 
program requires two megs of real RAM. On an SE/30, 
Virtual turns that into fourteen megs of virtual memory; on 
the various models of Mac II. you get fourteen megs minus 
one meg for each card you have installed, if you have more 
than two megs of RAM, things speed up but don't get any 
more virtual memoiy. 

Virtual 2.0 costs $200 for the software alone, which is 
all you need on an SE/30, Ilx, cx, ci or fx. To run on a Mac 
II, you also need the PMMU chip; Connectix, Virtual's 
publisher, will sell you that, along with the software, for 
$275. The program won't run on an SE or any earlier Mac. 
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Printers that work with Macs 

4 types of printers (An) 

Three types of printers are commonly used with Macs — 
dot-matrix, laser and ink-jet. You can also output from a 
Mac directly to an imagesetter. 

beginners 

Dot-matrix printers form characters out of a pattern of 
dots, the way the Mac forms images on the screen. Typi- 
cally, each dot is made by a separate pin pushing a ribbon 
against the paper, although there are other ways of produc- 
ing the image, ImageWriter is the name Apple gives to its 
line of dot-matrix printers. 

Laser printers create images by drawing them on a metal 
drum with a beam of laser light. The image is then made 
visible by electrostatically attracting dry ink powder to it, as 
in a photocopying machine. LaserWriter is the name Apple 
gives to its line of laser printers. 

Like dot-matrix printers, ink-jet printers form characters 
out of little dots, but because the dots are formed by tiny 
jets of ink, they're more like splotches. They blend together 
much more than the dots produced by dot-matrix printers. 

Both Kodak's Diconixand Hewlett-Packard's DeskWriterare 
Ink-jet printers that are compatible with the Mac. 

Imagesetters are digital typesetters that can produce 
graphics as well as text. These high-end machines output 
onto film like the kind used for photostats, rather than 
onto paper, 

4 relative resolutions of various printers (An) 

In a normal ImageWriter text printout (from a word pro- 
cessing program, say), there are 80 dots per inch across 
and 72 down (5760 dots per square inch). If you choose 
Tail Adjusted, there are 72 dots per inch in both directions 
(5184 dpsi). 




csp. for 



196 


9the iMacintosh ‘BiBCe, TMtcC ‘E dition 


% 

esp, for* 

power userf 


The LaserWriter's resolution is 300 dpi, which amounts 
to 90,000 dpsi — about 16 to 17 times the ImageWriter's. 
But 90,000 dpsi is nothing compared to what an Imagesetter 
can do. For example, the 1270-dpi Linotronic 100 can 
produce 1.6 million dpsi — about 18 times the resolution of 
a LaserWriter and almost 300 times that of an ImageWriter. 

The 1690-dpi Linotronic 500 can produce 2.85 million 
dpsi — almost 32 times the LaserWriter's and about 520 
times the ImageWriter's. The 2540-dpl Linotronic 300 can 
produce 6.45 million dpsi — more than 70 times the 
LaserWriter's and well over 1000 times the ImageWriter's. 

4 letter^quality (An) 

Letter-quality was a name commonly given to formed- 
character printers and their output back in the Dark Ages 
of the early 1 980s. Mow it’s more often used to refer to the 
output of high-resolution dot-matrix printers like the 
ImageWriter LQ. 

What, you ask, is a formed-character printer? It's one 
that produces images the same way typewriters do — by 
pushing something the shape of a character against an 
inked ribbon and then into the paper. The something they 
push is a daisywheel or thimble containing ail the available 
characters — sort of like the type ball used by IBM's Selectric 
typewriters. 

Because formed-character printers work like typewrit- 
ers, they're able to produce pages that look like they were 
typed on a typewriter. 'The question is: why would any 
computer user want to Imitate a machine as primitive as a 
typewriter? 

If you ever hear someone say that only a (formed-char- 
acter) letter-quality printer will do for their work, imagine 
you're back in the 1 800s. You've just suggested to the 
president of your company that he invest in a typewriter. 
His response: "What!? Send out a letter that isn't hand- 
written? Mever!" 
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In fairness, early dot-matrix printouts did look crummy. 
But today, even a regular ImageWrlter can produce docu- 
ments that are much more pleasant to look at than those 
from a typewriter or formed-character printer; laser print- 
ers, ink-jet printers and high-resolution dot-matrix printers 
simply leave typewriters and formed-character printers in 
the dust. Fortunately, most people have by now come to 
realize this. In fact, thanks mostly to the Mac, expectations 
about the visual quality of documents have risen markedly. 



<1 models of the ImageWrlter (ah/sza) 



The first model of the ImageWrlter spelled its name with 
a lowercase w and was never called "the ImageWrlter I," 
but by now that's the name everyone uses, so we'll use it 
too. It's easy to tell an ImageWrlter 1 from an ImageWrlter 
II: the I is beige and rectangular while the II is light gray — 
what Apple calls "platinum" — and looks sort of like a flat- 
tened version of R2D2 doing pushups. 
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The ImageWrlter II has fewer problems with paper feed 
than the I, and it also prints more clearly (the same number 
of dots are used, but since the II's pins are smaller, so are 
the dots they create). The II prints faster than the I and has 
a slot for a card that lets you use it on a network (i.e., 
hooked up to more than one Mac). 



It's hard to find any ImageWrlter I's around anymore, 
but some people swear by them. They're veiy cheap and 
very rugged. If you're on a limited budget and want low- 
tech reliability, it may make sense to look for one. But 
you'd probably be better off with one of the ImageWrlter 
substitutes described in the next entry. 




In this book, when we refer to the ImageWrlter, we mean 
the ImageWrlter II, unless we specifically say otherwise. Of 
course, many of the tips In the ImageWrlter section of this 
chapter apply to both models. 

There's also a 27-pin version of the ImageWrlter called 
the LQ, for "letter-quality" (the ImageWrlter I and II are 
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9-pln printers). There've been a lot of problems with the 
LQ, and we don't know anyone who uses one. For the 
price, you're much better off with a non-PostScript laser 
printer or an ink-jet printer. And for a third the price (or less), 
you can get a printer that's functionally superior (see the 
end of the next entry). 




# ImageWriter substitutes (lanyFina) 

The ImageWriter II Is the best-selling printer in the world 
but it's hardly the best bargain. Mot only is Its $625 list 
price high for its capabilities, but discounts on it are usually 
a lot shallower than on third-party competitors, which often 
sell for 40-50% off. So here are some substitutes for it 
(read this entry through, because the best deal is at the 
end). 

The least expensive ImageWriter substitute (at well under 
$200 by mail order) is the Seikosha SP-1 OOOAP. Built by the 
makers of Seiko watches and Epson printers, it's very reliable; 
unlike my ImageWriters, this unit's never jammed on me 
and 1 use it almost every day. Another advantage: If you need 
a ribbon at 8 o'clock at night or on a Sunday, you'll be happy 
to know that the SP-1 OOOAP uses the same (Inexpensive) 
ribbons as Radio Shack's DMP-130 printer. 



The SP-1 OOOAFs paper separator rotates 45° and doubles 
as a sheet feeder, and It's refreshingly quiet (less than 55 
db). So what's wrong with it? Well, it's slow. Draft-quality 
printing is only 75 characters per second (compai'ed to the 
ImageWriter ll's 250 cps) and near-letter-quality is really slow, 
only 15 cps (compared to the ImageWriter IPs 45 cps). 

The flip side of this is that the lOOOAP's slow printout is 
much stralghter than the ImageWriter's. And when you stop 
to think that you can buy two, possibly three, Seikoshas for 
less than the price of a single ImageWriter, even the speed 
difference becomes negligible. 'The slow, reliable Seikosha 
SP-1 OOOAP is hard to beat for value per dollar and it may be 
all the printer you need. 
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A little faster and a little more expensive ($370 list, 
street prices around $250) is the Olympia nP30APL, In 
performance, this printer is more or less equivalent to an 
ImageWriter 1 and slightly faster than the Seikosha (150 
cps draft, 26 cps near-letter-quality). 

Because it works just as well connected to a PC as a 
Mac, the MP30APL is an excellent choice for office envi- 
ronments with mixed equipment. Parallel and serial ports 
are standard; so are a push-type tractor feed and semi- 
automatic sheet feeding. A puil-type tractor feed ($50) and 
a true sheet feeder ($ 1 70) are available as options. It uses 
inexpensive Epson LX80 ribbons that you can get anywhere, 
even at stationery stores. 



The printer is guaranteed for a year, and after that you 
can order individual parts and service manuals directly from 
Olympia, They've sold typewriters and office machines since 
1904, and they still do business the old-fashioned way — 
they won't make you buy a $200 board when all you really 
need is a $2 part. 




very good 
feature 



As far as the Mac is concerned, having either of these 
printers at the end of the cable is just like having an ImageWriter 
there, with one exception — they handle the top margin differ- 
ently. Unless you adjust for the difference, the first line of 
whatever you print will always be two lines boo low. 

One solution is to waste the First page and manually 
wind the second page back until its top is just even with 
the printhead (as you have to do with dot-matrix printers 
that work with the PC). A better solution is to reset the 
margins in your software to .67" (four lines) for the top and 
1.33" (eight lines) for the bottom, instead of the Mac 
standard of 1" (six lines) top and bottom. 



The next notch higher than the riP30APL is occupied by 
a whole slew of printers that are functionally superior to 
the ImageWriter LQ, Apple's expensive ($ 1 430 list), noisy, 
trouble-prone, letter-quality printer. Amazingly, these 24- 
pin printers cost well under $300 mail-order, which is much 
less than an ImageWriter II! 
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very good 
feature 



You can connect a Mac to any Epson LQ or compatible 
printer that has a serial port (which may be an optional 
feature); all you need is the Epson LQ printer driver soft- 
ware and the cable used to connect a Mac with an 
ImageWriter I. You copy the new printer driver software to 
your hard disk (or to every floppy you use as a startup 
disk), select the new software in the Chooser and you're 
ready to go. 




very good 
feature 



The package I like best is the PrintLink Collection from 
QDT Softworks. On the disk is a set of Macintosh printer 
drivers that lets you connect to hundreds of 24-pln and 9- 
pin printers, including ones made by Okidata, NEC, Epson, 
Diconix and Panasonic, Also included is the cable you need 
to connect to a Mac and a great manual. 




You can get the PrintLink Collection for well under $ 100, 
which means that the whole thing — sprinter, serial port, cable 
and software — ^should cost you less than $350. That's for a 
24-pin printer that's light-years beyond an ImageWriter II in 
both quality and speed. There's really no other way to go. 



fk FostScript and non-FostScript printers (aw 
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There are two basic kinds of laser printers — those that 
use PostScript (Adobe's page-description programming 
language) and those that don't. PostScript devices let more 
than one machine share the printer, give you access to 
PostScript outline fonts (described in the font chapter) and 
let you print PostScript-encoded graphics like the ones that 
Illustrator and Preehand produce. 



Most Macintosh laser printers that don't use PostScript, 
like General Computer's Personal Laser Printer and Apple's 
LaserWriter IISC, rely on QuickDraw, the Mac's built-in im- 
aging software, to scale bit-mapped fonts like those used 
on the Mac's screen. 



The output looks great but there are two problems: be- 
cause they can't connect to LocalTalk, only one Mac at a time 
can use these non-PostScript printers, and because they use 
the Mac to do their calculations, they're usually much slower 
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than PostScript printers. (They also sometimes run out of 
memoiy in the Mac for doing their calculations, and require 
you to jump through some hoops to print.) 

As mentioned above, there are also PostScript image- 
setters that print at high resolution on film rather than 
paper, like the Varityper and the Linotronic. 

# the LaserWriter i's (ah/sza) 

The first laser printers Apple sold were the LaserWriter and 
the LaserWriter Plus. Although neither was ever called the 
"LaserWriter 1," that's the name commonly given them, to 
distinguish them from the models described in the next entry. 

Both LaserWriter i's were built around the Canon's CX 
marking engine (the part of the printer that actually makes the 
image). 'The CX works fine for most things but, unlike the more 
advanced marking engine used in the LaserWriter It line, it 
can't produce a solid black area (it ends up gray or streaked). 

The main difference between the original LaserWriter 
and the LaserWriter Plus is the number of built-in fonts. 
The original LaserWriter had Helvetica, 'Times, Courier and 
Symbol, The LaserWriter Plus came with: 

Avant Garde Gothic (regular, demi, oblique and demi 
oblique) 

Bookman Light (light, light italic, demi and demi italic) 

Courier (regular, bold, oblique and bold oblique) 

Helvetica (plain, bold, oblique and bold oblique) 

Helvetica Narrow (plain, bold, oblique and bold oblique) 

New Century Schoolbook (roman, bold, italic and bold italic) 
Palatino (roman, bold, italic and bold italic) 

Symbol 

Times (roman, bold, italic and bold italic) 

Zapf Chancery (medium italic) 

Zapf Dingbats 
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There were actually two models of the LaserWriter Plus, 
but the second, which had a ROM upgrade to version 47 of 
PostScript, wasn't given a separate name. 

very bad 

All LaserWriter 1 models were hamstrung by just 1,5 
megabytes of RAM, which greatly (and very annoyingly) 
limited the number of fonts you could use In a document. 

4 the printer with three brains (An) 

1 could have combined this entiy and the one above but 
then I wouldn't have been able to use that title. It refers, of 
course, to a wonderful Steve Martin movie called The Man 
with Two Brains, which is worth seeing Just to hear Kathleen 
Turner hiss at her rich husband (who she's trying to give a 
heart attack so she can inherit his money): "You Just hate 
me because I'm so young and hot!' 

Anyway, the LaserWriter 11 comes in three models. All 
are built around Canon's second-generation marking en- 
gine, the SX, which produces much solider and darker 
blacks (in fact, sometimes they're too dark), but each has 
a different logic board (or brain, in my tortured analogy). 

The lowest-priced LaserWriter II ($2800 as of this writ- 
ing) is the SC, so called because It connects to the Mac 
through the SCSI port, like a hard disk. The SC's brain is 
built around a 68000 chip like the one in the SB, the Plus 
and earlier Macs. 

The SC can be accessed by only one Mac; It's not a 
PostScript device and uses bit-mapped fonts (although they 
look great on a laser printer). It has only one meg of RAM, 
but since it isn't using PostScript fonts, this isn't much of a 
disadvantage. 

The intermediate model in the LaserWriter II line Is the 
MT (for new technoiogy). Like the SC, the MT's brain (also 
known as a controller card) is built around a 68000 chip, 
but one that runs at 12 MHz (as opposed to the SC's 7.45 
MHz), The NT is a PostScript device, so it can be shared by 
several Macs, and It comes with the same eleven built-in 
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Adobe font families as the LaserWriter Plus (see the previ- 
ous entiy). The current list price is $4600. 

The high-end LaserWriter II ($6600 list) is the MTX (the x /» ^ 
stands for expandable), its brain is built around the 68020 
and like the riT, it comes with two megs of RAM standard ^ / 

(as opposed to the SC's one meg). But the riTX also lets power users 

you expand RAM up to twelve megs just by popping in 
some SIMMs. 

The MTX comes with the same eleven built-in Adobe 
font families as the NT. You can connect a SCSI hard disk 
(for storing additional fonts) directly to an NTX, but if you 
do, make sure you get one that's compatible with this use 
(some won't work). 

You can upgrade an SC to an NT or an NTX, and an NT to 
an NTX. You Just buy new brains. 

All LaserWriter models to date (the original, both Pluses, 
the SC, NT and NTX) print out eight pages a minute, but 
that doesn't take into account the time the printer (and/or 
your Mac) spends figuring out what to put on the page. To 
speed that up, you need a faster chip and more memory. 

That's what the LaserWriter IINT and particularly the IINTX 
give you, and believe me, the NTX is a lot faster than the 
original LaserWriter (I know, because I moved directly from 
one to the other). 

# which LaserWriter to get 

There are four basic differences between the NT and 
NTX, but they all add up to one thing: speed. First, the NTX 
is inherently faster because it's built around a different 
processor (the 68020 Instead of the 68000). Second, it 
runs at a faster clock rate (16 MHz instead of 12 MHz). 

Third, the NTX's expandable memory lets you download 
more fonts and keep them downloaded — ^so you don't waste 
time with repeated downloading. Finally, the NTX's SCSI 
port lets you attach a hard disk full of printer fonts — another 
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time-saver, especially since it frees up your computer sooner 
than if you were downloading from it. 

The expandability of the MTX (both in memoiy and in 
hard disk hookup) has another benefit besides speed. There 
are some complicated documents that just can't be printed 
on a lesser LaserWriter because too many fonts are used or 
the graphics on the page take too much memoiy and just 
can't be processed. So the MTX can sometimes make a 
formerly impossible print job possible. 

(Both times we bought a new laser printer, we opted for 
an liTX instead of an fiT. The extra benefits aiways seemed 
worth the extra money. — Afi) 

Up till now, lack of PostScript capability has kept me 
from recommending the SC. Now I say, wait (if you can) 
and see. With the release of System 7 and Apple's outline 
font technology, you should be able to get the quality of 
PostScript fonts without a PostScript printer. 

The SC will be perfect for those new fonts. But it still 
won't print PostScript graphics (EPS files) or be able to use 
PostScript fonts. And it's too soon to tell if 1 MB of RAM will 
be enough to handle the new outline fonts. 

(If you don't need PostScript, printer whiz Larry Pina 
recommends getting an HP LaserJet and the JetUnk Ex- 
press software package. For details, see the entry below 
titled the DeskJet Plus is even better. — AH) 

# telling LaserWriters apart 

It's easy to distinguish LaserWriter I's and IF's, because 
the styling of the machines is so different (that's the II on 
the right). 

But if you're shopping In the "previously-owned'' cat- 
egoiy, how can you tell the difference between the original 
LaserWriter and the two versions of the LaserWriter Pius 
(which weren't given separate names)? Here's how: print a 
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startup sheet. (If someone has turned the startup page off, 
see the LaserWriter tips section below for how to turn it 
back on.) If the name of the printer hasn't been changed, 
the startup sheet will say LaserWriter or LaserWriter Pius. 

Of course this won't work if the printer has been re- 
named, and it won't distinguish the two different LaserWriter 
Pluses. To do that, look at the number on the line graph 
that appears on the startup sheet. It will be either 1.0 
(original LaserWriter), 2.0 (first version of the LaserWriter 
Plus) or 3.0 (second version of the LaserWriter Plus). 

From the outside, all LaserWriter IPs look alike; again, 
it's the test sheet that identifies just which printer you have. 
You can also use a utility like LaserStatus to check what's 
in the printer — which fonts and how much memoiy — and 
figure out from there which printer you've got, but the 
startup sheet is usually easier. 

# buying a used LaserWriter (chris Mien) 

One of the first things you do when buying a used car is 
check the odometer. So one of the first things you should 
do when buying a used LaserWriter is check out the startup 
page to see how many copies it's printed. I have a friend 
who found a used LaserWriter with only 6000 pages on it; 
another one she looked at had over 90,000! 

# the Diconix MI 50 Plus (au) 

This is a Uny (2" x 6.5' x 1 1') ink-jet printer made by 
Kodak that's great for taking with you when you travel. At 
$700 list, it doesn't really compare to the printers in the 
previous entry for use on your desk (unless ultraquiet oi> 
eration is important to you), but at 3.75 pounds Including 
batteries, or 3. 1 pounds without, it's a great companion for 
a Mac Portable. 

With twelve ink jets producing 1 92 dots per inch, the 
print quality is about on the level of a fax — better than an 
ImageWriter but not as good as a laser printer. In a speed 
test we ran, it took about a minute to print out one page 
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from MacWrite II in draft mode, about 2:40 in near-Ietter- 
quality mode and about 3:25 in quality mode. 

The Diconix comes with Adobe Type Manager and thir- 
teen outline fonts. It uses a disposable printhead with a 
self-contained ink supply that's good for about 500 pages 
of standard text. 

Unfortunately, the Diconbc's tractor-feed mechanism lacks 
a lock, which makes it annoying to use, but you can also feed 
single sheets into it. The margins must be at least 7/10 of an 
inch, which may cut off text in some documents. 




4 the DeskWriter ink-jet printer (chrts Mien) 

Hewlett-Packard's DeskWriter is small, quiet, well de- 
signed, sturdy and reliable. Because it prints at 300 dpi 
(with 50 jets of ink!), its output is similar to a laser printer's; 
in fact, some people think it's superior, because the blacks 
are blacker. Yet the DeskWriter is commonly available for 
less than $1000. 



The DeskWriter doesn't use PostScript outline fonts, but 
comes with its own set of outline fonts (Helvetica, Courier, 
Times and Symbol). For about $200, you can get a disk 
that contains an equivalent font set to the one included 
with a LaserWriter HHT or liTX, You can also use Adobe's 
'Type Manager to print PostScript fonts. About the only 
programs the DeskWriter can't print from are those that 
use PostScript directly, like Illustrator and FreeHand, or 
those than incorporate EPS (encapsulated PostScript) 
graphics, like PageMaker. 




vciy good 
feature 



A number of well-designed features make the DeskWriter 
very space-efficient. For one thing, it only takes up about 
two square feet on your desk, so you don't need another 
table to put it on. To clear even more space, there's a 
recessed well for cables in the back, so you can slide the 
DeskWriter all the way up against a wall. You can put both 
letter and legal paper In Its paper tray, and there's a small 
slot for feeding business-size envelopes. 
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Because the DeskWriter uses an Inkjet, it's slower than 
most laser printers, typically producing two to four pages a 
minute (depending on the number of fonts on the page, 
and the complexity of any graphics). But the ink Jet has 
other advantages — it's so quiet you can barely hear it, and 
replacement cartridges are inexpensive. One minor prob- 
lem is that the current ink is water-soluble, and thus prone 
to smearing if the page gets wet. But HP has announced 
that an indelible ink cartridge will be available soon. 

Although the DeskWriter's manual recommends printing 
on higher-quality paper, ordinary paper has worked fine for 
me. 1 have run into a problem printing on label paper that 
seems to be too thick and stiff to wrap around the roller 
without slipping. I don't recommend printing a lot of labels 
on the DeskWriter, although the envelope feature is superb. 

Until recently, you had to disconnect from AppleTalk to 
use the DeskWriter. But now there's an AppleTalk version 
of the DeskWriter, so several Macintoshes can share it. It 
costs the same as the original DeskWriter, and current 
DeskWriter owners can get upgraded to the new version 
fairly cheaply. This is an example of HP's good support. 

4 the DeskJet Plus is even better (LanyPina) 

The DeskWriter is basically an HP DeskJet Plus that's been 
adapted to work with Macs. You can save some money (and 
gain some flexibility) by doing the job yourself. Buy a regu- 
lar, generic DeskJet Plus (which usually sells for less than 
$600, not counting periodic rebates from HP), then get QDT 
Softwork's JetLink Express, which lists for $130. 

The JetLink Express disk contains software that supports 
both DeskJets, all LaserJets and compatibles, as well as the 
DeskWriter, bit-mapped fonts and font cartridges. You also 
get the cable you need to connect with the Mac, and the 
same set of outline fonts that come with the DeskWriter. 
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Basic printing tips 



4 printer drivers 




€sp, for 
beginners 



Printer drivers are programs that tell the application pro- 
grams you use on your computer how to communicate 
with your printer. Without drivers, each application would 
have to contain information about eveiy type of printer you 
might use. Instead, applications simply send the data to 
the printer driver you've selected and the driver tells the 
printer what to do. 



The ImageWriter and LaserWriter Icons in your system 
folder are printer drivers. Without them, you can't print. 
(The original MacPaint could print its documents without a 
driver, but I'm not aware of any current software that can 
do it.) 



SI 

Imag^Vrit^r 

You may not need a separate driver for each type of 
printer you use; sometimes a single driver works for sev- 
eral related printers. For example, Apple's LaserWriter driver 
works for all five kinds of LaserWriters (but PageMaker has 
a separate driver for each). 

Apple's basic printer drivers get updated along with other 
System software, so make sure you replace them when 
you upgrade your System. You can find the version number 
of the currently selected printer driver software in the Page 
Setup or Print dialog box, just to the left of the OK button. 
Or you can simply Qet Info on any printer driver Icon from 
the desktop. 

Make sure the printer drivers are in your system folder 
or else they won't show up In the Chooser dialog box (see 
the next entiy for more on that). 




LaserWriter 
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4 using Chooser 

Whenever you have more than one printer to choose 
from — ^whether multiple printers on a network or an Image- 
Writer and LaserWriter both hooked up directly to your 
Mac — you have to tell the Mac which one you want it to 
print to when you choose the Flint... command. To do that, 
you select Chooser from the 4 menu and click on the icon 
of the printer you want to use. 

If you click on the ImageWriter icon. Chooser will ask 
you to tell it what port the ImageWriter is connected to. 




If you click on the LaserWriter icon, a list of available 
LaserWriters will appear in the list box at the right (even if 
there's only one). Just click on the printer you want to use. 
(See the figure at the top of the next page.) 

If you use Chooser to switch to a different type of 
printer — that is, not just from one LaserWriter to another but 
from a LaserWriter to an ImageWriter or vice-versa — there's 
something else you need to do. But it's important enough to 
merit its own entry (see changing printers below). 
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Chooser ! 

Select a LaserWriter: 
LaserWriter II NT 
Palmer 



O 



S 

Background Printing: ©OnOO^f 



User Name: 
John Lutlrop 



AppleTalk 



<i> Active 
O Inactive 



3.3.1 



fl the Page Setup and Print dialog boxes 
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The printer driver you select with Chooser generates the 
Page Setup and Print dialog boxes that app>ear when you choose 
those commands from the Rle menu. Different printers need 
different dialog boxes because printing options differ from one 
machine to the next, and the printing options also change with 
different versions of the same driver. 



Here's what the basic Page Setup dialog boxes look like: 



ImagelUriter y 2.7 

Paper: ® US Letter OH4 Letter 

O US Legal O International Fanfold 

O Computer Paper 




( Cancel 



Orientation 




Speciai Effects: ^ Tali Adjusted 

□ 50 % Reduction 

□ No Gaps Betuieen Pages 



LasertUriter Page Setup 57 

Paper: (i) US Letter O 04 Letter QTabloid 
O US Legal O 05 Letter 



Reduce or 
Enlarge: 



too 



Orientation 




Printer Effects: 

^ Font Substitution? 

□ Tent Smoothing? 

□ Graphics Smoothing? 

^ Faster Bitmap Printing? 




[ Cancel ] 



[Options ] 
[ Help ] 
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And here are the basic Print diaiog boxes: 





Many applications substitute their own dialog boxes for 
these basic ones to give you even more printing options to 
choose from. 



fl changing printers (ah) 

If you use more than one type of printer on a Mac (say, 
an ImageWriter and a LaserWriter), be sure to choose Page 
Setup... when you switch between them. The ImageWriter 
and the LaserWriter use different print areas on the page, 
so applications need to be told, via Page Setup, that you've 
switched. 
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A dialog box will remind you of this when you switch 
printers: 




Be sure to choose Page Setup and 
confirm the settings so that the 
application can format documents 
correctly for the Imagelllriter. 
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You don't have to do anything in the Page Setup dialog 
box— just open and then close it again. 

You should also choose Page Setup... the first time you 
print from an application after installing a new version of a 
printer driver. Here again, you only need to enter and exit 
Page Setup — ^you don't have to change any settings — to 
activate the new driver. 

Because changing printer drivers can have drastic ef- 
fects on line breaks, page breaks and the like, don't expect 
to be able to proof a document on an ImageWriter and go 
straight to final output on a LaserWriter. You'll almost cer- 
tainly have to proof each page that comes off the LaserWriter 
as well. 

d which fonts for which printer 

For an ImageWriter (including the LQ), LaserWriter SC or 
other non-PostScript printer, you need bit-mapped fonts — 
and you need them in a variety of sizes. The most impor- 
tant size is the one you're using to display the font on the 
screen, but the printer needs a larger size to produce high- 
quality printouts. 

For best results, ImageWriters I and II require a font 
that's twice the size of the one you're using — in other words, 
for a good-looking 1 2-point printout, you need the 24-point 
font installed in your system. 

The ImageWriter LQ needs a triple-size font — 36-point 
to print 12-point well. The LaserWriter SC needs a qua- 
druple-size font — 48 point for 1 2-point. For any LaserWriters 
other than the SC, and for all other PostScript printers, you 
need two versions of each font: 

• the screen font installed in your System file (so the font 
will appear in menus and can be displayed on your 
screen) 

• the printer font in your system folder (so the Mac can 
tell printers how to form the characters of the font when 
you use it in a printout 



chapter 4 — (Printing 



213 



In the following situations, however, you don't need a 
printer font: 

• when you're using a font that's already built into the 
printer (that is, the printer came with the font included) 

• when the printer font is on a hard disk attached to a 
LaserWriter NTX (or another printer that uses hard disks 
this way) 

• when you're on a network that's set up to share printer 
fonts stored on the file server 

• when you're preparing a document that will be printed 
using a different system folder (on a friend's Mac, at a 
service bureau, at the office or wherever) 

• when you're using a bit-mapped font that doesn't have 
a printer font (the printout won't look as good, but it 
may be worth it to you to get just the font you want) 

One size of the screen font is all any PostScript printer 
needs (actually, the printer doesn't need a screen font at 
all; you need one to see the font on the screen and on the 
font menu). 

For more information on screen and printer fonts, see 
the font chapter. 



fl cancelling printing 

No matter what kind of printer you're using, a dialog box 
appears on the screen letting you know that printing is in 
progress. 
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Printing in progress. 

Document: Facing Chapter 5 page 

[ Cancel ] ( Pause ) [ Continue ] 
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It usually has a Cancel button so you can stop the print- 
ing. But whether there's one or not, almost every program 
lets you cancel the program with C^TH . The key also works 
in many programs as a general cancel command, as does 
the accent grave ( ' ). 

Don't expect instant compliance with your cancel com- 
mand. The ImageWriter receives sections of the page (called 
bands) from the Mac at a time, and It's going to finish printing 
the band It's on before It pays any attention to the Mac. 

A The LaserWriter processes a full page at a time, so you'll 
still get the page It's working on when you cancelled. This 
important means that if you've asked for 100 copies of a document, 
warfiing cancelling the print job won't stop the LaserWriter from 
spewing out 1 00 copies of the page it's working on. The 
only way you can stop it Is by shutting It off. 

In either case, the printing dialog box should disappear 
from the Mac screen while the printer goes merrily on Its 
way. Sometimes this won't be Instantaneous either, if the 
Mac is busy processing something to send to the printer 
and can't stop In the middle. Your riTH sequence is stored 
until the Mac is ready for keyboard input, so you don't have 
to keep pressing it to make your point — although repeated 
pressings won't have any harmful effect. 
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If you're using any sort of print spooler (see the entiy 
called print spoolers and buffers below), you'll have to cancel 
the printing by whatever method the spx)oler requires. 

Whatever the situation, remember; the printer has an off 
switch and using It in the middle of printing isn't going to 
hurt anything. At worst, the LaserWriter will have a half-fed 
sheet of paper inside; if it does, just open the case and pull 
it out. 



4 how much longer? 

As soon as 1 see a printing-in-progress dialog box, 1 feel 
like a kid in the back seat of a car on a family trip, whining 
'Are we there yet?' 
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It's frustrating to have to walk over to the printer and 
see where you are in a print job. Word tells you what page 
is currently being printed, but unless you remember the 
total number of pages you're printing, that only tells the kid 
in the back seat how far she is from home, not how close 
she is to DisneyWorld. 

Backgrounder, WriteMow, Misus and PageMaker all take 
the right approach — they let you know how many more pages 
there are to be printed. All applications should do this, 

# printing the screen (An/szA) 

Printing the image currently on your Mac's screen is 
easy — if you want to print it to an ImageWiiter. All you have 
to do is hit I Caps Lock | Shin 1 8§ 1 4 1 . 1 Shift 1 86 1 4 1 prints the current 
w/ndow instead of the whole screen. (In spreadsheets, the 
current window is simply the entry bar — the little text box 
that shows the contents of the selected cell; so if you press 
Ishifti §e |4] in a spreadsheet, that's all you'll get.) 

There are two ways to print a screen to a laser printer. 
One is to get any one of the public-domain, shareware or 
commercial utilities that let you do that. The other is to 
save the screen image as a graphic, then print it from disk. 

[shinl se lal puts an image of the screen onto your disk, but 
only if you're using a compact Mac (l.e., an SE, Plus, etc., 
with a 9" screen). If you need a screen dump (as pictures of 
the screen are called) on a larger screen, use one of the 
screen capture programs described in the utilities chapter, 

fl printing front the desktop 

You can print almost any document from the desktop by 
selecting it and then choosing Print from the File menu. The 
program that created the document will open, print the 
document and then close both itself and the document, 
returning you to the desktop. (The program has to be either 
on the startup disk or the same disk as the document.) 
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But don't select Print and then walk away from the com- 
puter, expecting your printout to be ready when you get 
back. Most programs will go only as far as opening the 
document and putting the Print dialog box on the screen for 
you to select the number of copies, the page range and so 
on. You'll still need to click OK to get the printing started. 

4 printing multiple files 

A few programs support the printing of more than one 
document at a time; for example, SuperPaint has a com- 
mand that prints all the opened documents and Word 
(among other programs) lets you chain documents so they'll 
be printed one after another. 

But, for most programs, if you want to print more than 
one document at a time, you have to select them all on the 
desktop and choose Print from the File menu. You'll usually 
only have to deal with the Print dialog box once — the same 
settings (number of copies and so on) will be applied to all 
the documents you're printing. 

After each document is printed, it will be closed and the 
next one will be opened and printed. When they're all printed, 
the program will close itself and return you to the desktop. 

4 printing multipie copies (aw 

Because most programs take a long time to figure out a 
page but not veiy long after that to print it, it's usually 
much faster to ask for multiple copies of a document than 
to reprint It several times. Of course, you also have to 
consider how long it will take you to collate the sheets into 
separate sets. 

So if your document is in a word processor that really 
spits out the pages, it may make more sense to print out 
single copies and avoid collating. But if your document is 
in PageMaker, say, printing multiple copies and collating 
(or printing one copy and photocopying that) can save you 
a lot of time. 
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4 print spoolers 

Macs can send out information to printers much faster 
than printers can receive and process it, so the computer 
is tied up in the printing process much ionger than is reaiiy 
necessary. 

A print spooler \s a program that iets you create a special 
print file on the disk which then gets fed out to the printer 
in chunks — at a rate the printer can handle. Since the Mac 
creates this print file on disk quite quickly, you can get 
back to work and leave the computer and the printer to 
talk to each other in the background. (Spool is an acronym 
for simultaneous print operations on-line.) 

A decent laser-printer spooler comes with Apple's sys- 
tem software (see the entry on Backgrounder and Print 
Monitor in the LaserWriter tips section below). If you're 
shopping for a print spooler for your ImageWriter, be careful: 
most spool only plain text (no fonts, lype styles, etc.) and 
print only in draft quality. Sometimes that's good enough — 
you can print out a draft while you keep working. 

Print spoolers can be terrific but they're not miracle- 
workers. The Mac still needs to tend to the printer to some 
extent, feeding out information from the print file when 
necessaiy, and that interrupts your work. 

1 gave up with spoolers on the Mac Plus because the 
slowdown was too much — i found it less frustrating to just 
take a break during printing than to deal with a computer 
that ignored me for up to a full minute out of eveiy three or 
four. I use Backgrounder only occasionally with my Ilex — 
the slowdown is acceptable for brief work periods, but 
when I'm printing a document of more than twenty or so 
pages, I prefer just to take a break. 

(Byron Brown likes SuperLaserSpool from SuperMac, which 
works with PageMaker (not ail spoolers do). To give you an idea 
of how much more quickly a spooler gives you back the use of 
your Mac, Byron did a test run. fie found that it took Super- 
LaserSpool two minutes to read a 27-page PageMaker file onto 
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the disk, and another twenty minutes to actually print the file 
out The eigihteen-minute difference is time you get to work on 
the Mac that you otherwise wouldn't have. — AM) 

4 printer buffers 

Printer buffers do the same thing as spoolers, but with 
hardware rather than software. That is, they provide extra 
memory in which to store a print file. Printer buffers never 
really caught on in the Mac world — they need too much 
memory to handle all the Mac's fonts and graphics, and 
thus are too expensive. 



ImageWtiter tips 
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The ImageWriter offers three print modes. Best quality 
is achieved by a double pass of the printhead, with the 
second set of dots slightly offset. In addition, the Mac pre- 
pares the file differently for a Best-quality printout — it cre- 
ates a map that's twice the size of what the printer needs 
and then shrinks it by 50%. 



'This double-it-then-halve-it approach requires a font that's 
twice the size of the one you want (24 point when you want 
12, for example). If the double-size font isn't installed in 
your system folder, the Mac looks for one that's four times 
the size. 



Pasterprlnting Is, of course, faster; the trade-off is lower 
quality. Only a single pass Is made to print the document 
so there aren't any offset dots to smooth curves. But Faster 
is perfect for proof-reading and fine for ail sorts of informal 
situations — especially with a newer ribbon that smears the 
dots ever-so-slightly. 

Draft mode is pretty ugly but it serves a purpose. It won't 
print graphics, it doesn't know about fonts and it can only 
give you basic type styles like boldface. What's more, to 
make sure your line and page breaks will be the same as 
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when you print out at higher quality. Draft mode puts ugly 
gaps between words. 

4 faster Draft (FbuI Hoffman) 

According to its manual, the ImageWriter II will print at ^ 

250 cps. Meedless to say, that's only in Draft mode, and ^ 

even then you need to know a couple of tricks to get that 
kind of speed out of it. 

The first trick concerns fonts. The font the ImageWriter 
uses in Draft mode is Monaco 10. If your document is in 
any other font, the ImageWriter will try to adjust the spac- 
ing between the letters and the words to make them match 
how the text looks on the screen. It will fail, miserably, but 
it will tiy, and the trying takes time. 

If you put your document into Monaco 10 before print- 
ing it, you will be spared that exercise in futility. (You can 
also write and edit your documents in Monaco 10, but it's 
ugly and hard to read on the screen.) 

Here's the other trick: for the fastest speed, you not only 
have to select Draft mode in the Print dialog box, but you 
also have to select it on the print quality switches on the 
ImageWriter itself, (These switches only have an effect when 
you're printing in Draft mode). 

By doing those two things, you'll get printouts in the 
shortest time possible. 

4 faster Faster 

You can speed up Faster mode further by making the ^ 
ImageWriter print bidirectionally — both on the forward and » _ 

backward pass of the print head. Press I caps Lock I Shin I option | 'h^ 

while you click the OK button in the Print dialog box. 

'This setting survives turning off the computer and the printer 
(it's stored in the printer driver). To revert to normal printing, 
press z while clicking the OK button in the dialog box. (But why 
do that? As far as 1 know, there's no disadvantage to leaving the 
ImageWriter in bidirectional mode all the time.) 
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4 ImageWriter bands 

(Can you imagine how terribie they'd sound? — API) 

When your ImageWriter pauses after a few lines and 
then starts again there's nothing wrong; it's just getting 
information from the Mac. The ImageWriter has veiy iittie 
memory — so iittie that an entire page can't be transferred 
from the Mac to the printer in one shot. Instead, the page is 
sent in bands (horizontal chunks). 

You'll notice many more pauses in Best mode than in 
Faster mode, since there's so much more information go- 
ing to the printer for the higher-quality printout. 

4 high-quality graphic printing 

To print a high-resolution graphic on the ImageWriter, 
shrink it in your application to 50% of its original size and 
then print it at Best quality. (Of course this dictates how big 
the graphic will be.) 




csp. for 
beginners 



4 using the Tall Adjusted option 

Since the ImageWrlter's normal printouts (called Tallin the 
Page Setup dialog box) don't match the 72x72 resolution of 
the Mac screen, graphics are distorted (circles become ovals, 
for example). To avoid that. Just choose the Tall Adjusted 
option in the Page Setup dialog box; this tells the ImageWriter 
to print at 72 dpi both horizontally and vertically. 



Be aware that this will increase the overall width of your 
document by about 1 1 % and that can cause problems with 
text or graphics near the left and right margins. 



4 pHnter gibberish 

Occasionally, your ImageWriter will do a "hex dump" — 
printing strings of hexadecimal numbers — instead of print- 
ing normally. This usually happens when you've reset the 
Mac but not the printer. 

(You can even hear it happen. Since hex dumps are 
rows and columns of four-di^t numbers, the firing of the 
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pins in the print head is so regular — compared to the usual 
non-rhythmic firing for different-length words and para- 
graphs — that you'll know right away that something's wrong.) 

To fix the problem, simply turn the ImageWriter off and 
back on again. To avoid it, turn your ImageWriter on after 
you turn the Mac on and reset it each time you reset the 
computer. 



# stocking up on and storing ribbons 



Unless you run into a fabulous once-in-a-lifetime sale 
(and maybe not even then), don't stock up on ImageWriter 
ribbons, because the ink dries up. If you have ribbons that 
aren't going to be used for a while, store them in a closed 
plastic bag to help keep the ink fresh. 




important 

warning 



4 relinking ribbons 

Re-inking ribbons is, as far as I'm concerned, more trouble 
than it's worth. Unless you use just the right amount of ink — 
and it's so difficult not to overdo it — the smear factor when 
you're done ruins printouts for a long time (until a lot of the 
ink is used or dried up). 



Another concern with re-inking is that if you overuse a 
ribbon, the pins on the printhead will eventually wear it 
down or even wear holes through it. Tiny fibrous pieces 
from the ribbon can then get stuck on the pins, and that 
can lead to a hundred-dollar repair job. 



If you are going to re-ink your ribbons (with one of those 
clever little machines that wind the ribbon around ink- 
soaked felt rollers) make sure you buy ink specifically in- 
tended for dot-matrix printer ribbons. It contains a lubri- 
cant that the pins on the printhead need. 




important 

warning 



4 alternative ribbons (oc) 



From time to time your local supplier may run out of 
ImageWriter ribbons. This will probably happen late Satur- 
day afternoon, just before you plan to begin a marathon 
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weekend of printing to meet Monday morning's deadiine. If 
you can't find any ImageWriter ribbons, don't panic — you 
can substitute ribbons for the C. Itoh 8510, the MEC 8023 
and DEC LA50 printers. (If you can't Find them either, then 
you can panic.) 

4 used ribbons are better 

What? Yes, for high-quality printing, a moderately-used rib- 
- , bon is much better than a new one. The doublerstrike method 

used by the ImageWriter to achieve high-quality output tends 
to smear the ink from a new, or newly-inked, ribbon. 

On the other hand, a new ribbon works best with draft- 
quality output; in that case, the extra smear fills in all those 
spaces between the dots. 

So keep at least two ribbons around — a new one and a 
used one — and swap them in and out of the ImageWriter 
depending on the print job. When a new ribbon is a little 
worn out (worn in?), you can promote it from draft to high- 
quality jobs, 

ll sheet feeders (dc/ah) 

Using fan-fold paper is a lot of trouble. It often gets 
jammed (particularly on the ImageWriter II, whose tractor 
feed isn't very good) and when the job is done, you're 
faced with the task of removing the perforated edges with 
the holes in them, separating the individual pages and 
collating them. 

A sheet feeder frees you from all that. You can use vir- 
tually any kind of paper you please and change it as often 
as you want. When the printing is finished, the pages of 
your document are not only separated but also collated. 
One final advantage: regular 8-1/2 by 1 1 paper is less ex- 
pensive than fan-fold paper. 

So why doesn't everyone use sheet feeders? Because 
they're usually expensive and not very reliable. Although 
the sheet feeder Apple sells for the ImageWriter II isn't 



chapter 4 — (Printinff 



223 



terribly expensive (it lists for $225), we've found it to be 
not veiy reliable. If you need a sheet feeder, it may still be 
worth buying; just make sure you take out an AppleCare 
extended warranty on it. 



# laser perf paper 

If you use tractor-feed paper, the best kind is something 
known as laser cut or laser perf or some variant of that 
phrase. What it means is that instead of the normal perfo- 
rations between pages and along the sides, the cuts are 
veiy fine (I don't know if they're really cut by lasers). As a 
result, the final papers have very clean edges and don't 
look tractor-fed at all. 

4 perfory 

1 read someplace, years ago, of a contest to name those 
paper strips with the holes in them that you tear off fan-fold 
paper. I don't know whether it was the winner or not, but 
the best name submitted was perfory. 

Does anybody have any use for this stuff? Before I 
switched to laser printing, 1 always had piles and added 
them to the regular kindling in the wood stove during the 
winter. (Well, Sharon, there's a use for them. Send all your 
used perfory to Sharon Aker, 20 Courtland Drive, Sussex 
nj 0746 1 . The postage won't be much, and think of the joy 
you'll get from knowing that you're keeping the wolf — or 
frostbite, anyway — from Sharon 's door . — An) 




gossip/ 

trivia 



# printing envelopes (Brad Bunnin) 

Printing envelopes on an ImageWriter can be a trouble- 
some process. They tend to jam and minimum margin 
settings make it difficult to print a return address in its 
usual location in the upper left corner. There are more 
complicated ways around this problem, but here's the 
simplest just feed the envelope into the printer with the 
flap open and compensate by adding as much length as 
you need to the top margin. 
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My return address Is already printed on my envelopes, 
so all I need to print is the recipient's address. 1 set my top 
margin by measuring down from the top of the closed en- 
velope to the first line of the address (1.75" on my enve- 
lopes) and adding another Inch for the flap (for a setting of 
2.75"). 

If you need to print your return address, just measure 
how far you want Its top line to come below the top edge of 
the envelope and add an inch to that figure — or whatever 
distance works for the flaps on your envelopes. (I think the 
response of the ImageWrlter's paper sensor depends on 
where the edge of the flap meets the sensor.) 

The natural curl of the envelope flap can cause the en- 
velope to wrap around the platen. To avoid that, just bend 
the tip of the flap back a little before you feed It. 

(You can also buy form-fed envelopes to run through the 
printer and then tear them apart — along the dotted lines, of 
course — after they're printed. — SZA) 

4 mimeo stencils (Michael Bradley) 

If you use an ImageWriter to cut mimeograph stencils, you 
may run into trouble: with some brands, the wax backing 
gums up the pins in the ImageWrlter's print head. Try leaving 
an old, faint, fabric ribbon In the printer, to shield the print 
head from the stencil wax. (You can also sometimes buy 
"blank" ribbons that are meant to be inked in the color of 
your choice. — SZA) Some stencils are made especially for 
computer printers — ^A.B. Dick's part #2060, for example. 

When you make drawings for mimeo stencils, use dot- 
ted lines Instead of solid ones. Solid lines can tear the 
stencil and/or smear the image, especially if they're closely 
spaced. 

When you fill an image, use a light pattern Instead of a 
dark one. Areas filled with dark or solid black patterns can 
smear the drum of the mimeo printer with ink. This also 
means being careful about using symbols that are solid 
images, like 4 , 
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fk squished lines on the LQ 

When you have trouble with squished lines on your 
printout — especially on multipart forms or other thicker- 
than-regular-paper stock — use the bottom feed slot and the 
pull tractor and keep the fanfolds of paper at least 12" 
below the printer. This keeps the paper wrapped tightly 
around the platen. 

# two LQ problems 

Here are a couple of documented ImageWriter LQ prob- 
lems (which means Apple admits them): 

LQ's made between Februaty and April of 1 989 (serial 
numbers lower than 183181813) sometimes stop or unex- 
pectedly reset when on a network. You need a new logic 
board for the printer, which Apple provides for free. 

Early LQ's had problems with the print head sticking; 
those with serial numbers lower than 1 80700530 are most 
prone to this problem. Apple provides a free fix through its 
dealers; ask for the Home Fosition Switch Kit Better yet, see 
the next entry. 




bug 




bug 



ll Alee ImageWriter LQ exchange (sza/ati) 



If you purchased your ImageWriter LQ before March, 
1989, any authorized Apple dealer will exchange it for a 
factory-refurbished one that makes less noise and has fewer 
output problems. But hurry, because this offer is scheduled 
to expire sometime in the fall of 1990. (Sorry if you've 
already missed it; we wanted to leave this tip in for people 
who bought the book early.) 




things 



to conic 



LaserWriter tips 

A lot of the information in the following sections doesn't apply 
to non-PostScript laser printers like the LaserWriter SC. It would 
be tedious for us to disclaim each such tip, so please just use 
your judgement. Stuff on maintenance, cartridges, paper and 
other aspects of the physical machines, or on basic software. 
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applies to all laser printers, but anything to do with PostScript 
obviously only applies to PostScript printers. 

4 the LaserPrep file 

When you're using a LaserWriter, you need not only the 
LaserWriter driver but also the LaserPrep Fiie in your sys- 
tem folder. (They must have compatible version numbers, 
so make sure you get the Prep file from the same place you 
get your driver.) 

The LaserPrep File is a sort of dictionary of special 
PostScript terms that the Mac needs to communicate with 
the printer. It bridges some of the differences between 
PostScript (the language the printer uses) and QuickDraw 
(the language the Mac uses to draw its screen images). It 
also interprets the special PostScript Files that the Mac sends 
to the printer, which aren't quite standard but are optimized 
for speedy transmission over AppleTalk networks. (When 
your Mac is connected to a LaserWriter, that's considered 
an AppleTalk network.) 



il naming your printer 

The Apple utility namer lets you name your LaserWriter 
anything you like. The name appears in the Chooser desk 
accessory when you select the LaserWriter driver icon. 

beginners 

Renaming LaserWriters (they start out named LaserWriter 
Plus or LaserWriter IinT, or whatever) is possible at any time, 
but it's absolutely necessary on a network that has more 
than one LaserWriter. Otherwise, your printout might end 
up in another room, on another floor or even in another 
building. 




esp. for 



4 LaserWriter page-setup options (ah/sza) 




esp. for 
beginners 



The LaserWriter driver gives you a number of useful 
features in the Page Setup dialog box. One of these is 
Paster Bitmap Printing, which preprocesses bit-mapped 
images before they're sent to the LaserWriter. Apple 
states that "in rare cases, some documents may not print 
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with this option turned on," but this has never happened 
to me. If it happens to you, just turn the option off and 
try again. 

The graphics smoothing or smoothing bitmap option re- 
moves some of the jagged look bit-mapped graphics might 
otherwise have — the stair-step effect around curves, for ex- 
ample, turns into a slightly squiggly line. This option is only 
for Apple's LaserWriters, not for other brands of PostScript 
printers. Programs like PageMaker have smoothing routines 
of their own that work on all PostScript printers. 

There's a button in the Page Setup dialog box called 
Options. Clicking on it gives you several additional choices. 
You can flip the entire image on your page either vertically 
or horizontally, or "invert" it (print a negative of it, changing 
whites to blacks and blacks to whites). 



LoserUlriter Options ff ni^ ^ 




— b 


□ Flip Horizontal rT n 

Cancel 

□ Flip Uertical ^ 

□ Inuert Image 

Precision Bitmap Rlignment (^7o reduction) 

^ Larger Print Rrea (Feiuer Doumloadable Fonts) 

□ Unlimited Downloadable Fonts in a Document 



Precision Bitmap Alignment improves bit-mapped 
graphics by reducing the entire image on the page to 96% 
of its normal size. This gets around the incompatibility 
between the 72 dots per inch of the Mac's screen and the 
300 dots per inch of the LaserWriter's output (300 divided 
by 72 is 4.1666, but 96% of 300 is 288, into which 72 
goes exactly 4 times), 

Chris Alien has a neat trick that avoids having to reduce jg 

the whole document— just enlarge the graphic to 1 04% of 

its original size (of course this only works in documents that 'h^ 

give you that precision), neither this approach or Precision 
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Bitmap Alignment will work If the graphic has been reduced 
or enlarged from its original size. 

Larger Print Area lets you cover slightly more of the page — 
but only if the application you're using lets you. Doing 
this limits the number of fonts you can use, which may or 
may not be a problem, depending on how much RAM your 
printer has. 

A dog of indeterminate breed helps you see the effect of 
all these options by acting them out for you as you select 
them. 

4 the amazing dogcow 

The animal that appears In many print option dialog 
boxes is not only, as Arthur puts it in the last entry, "of 
indeterminate breed," it's of indeterminate species. In 
acknowledgement of this fact, it's regularly referred to by 
Apple employees as the dogcow. 



1 was so used to seeing it as a dog that seeing it as a cow 
was difficult at first — but not after hearing my two sons 
argue about what it was, Apple's technical notes even go 
so far as to specify the sound the dogcow makes: it's moof 
(of course). 

If this Thurberesque dogcow appeals to your sense of 
whimsy, make it your own. Just choose Cairo from the font 
menu and hit (7) . 

4 back~to~front printing 

LaserWriter I's output sheets face up, so the second 
page ends up on top of the first page, the third on top of 
the second and so on. In a marked improvement, the 
LaserWriter II line puts the pages upside down when they 
come out — ^so the second page is beneath the first when 
you take the papers out and look at their printed sides. 
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To keep from shuffling LaserWriter I printouts around, use 
the Back to Front option you'll sometimes find in Print dialog 
boxes. It begins printing at the last page of the document, so 
the final pile of printed papers is in the right order. 




very good 
feature 



4 laser printer hangups (An) 

Laser printers sometimes get confused and hung up 
(just like the rest of us). When this happens, reset the 
printer (with LaserStatus or some other utility program). If 
that doesn't help, restart your Mac (with the Restart com- 
mand on the Special Menu). 

If there's still a problem, turn both the Mac and the 
printer off and wait five minutes before turning them back 
on (check all the cable connections while they're both ofO. 
If even that doesn't help, replace your printer drivers. If 
that doesn't help, reinstall the System and Finder files from 
the disk you got from Apple (or a copy thereoO. 

If you're still having a problem, it may actually be in the 
hardware. 

# feeding single sheets on the LaserWriter II (An) 

The LaserWriter II will pull a sheet from the single-sheet 
feed on the top of the paper tray whether you tell it to or 
not. So all you have to do is put a sheet of paper in the slot; 
you don't gain anything by clicking the Manual Feed button 
in the Print dialog box. 

4 suppressing the LaserWriter's startup page (An/szA) 

Every time you turn on the LaserWriter, it spits out a rather 
attractive test page that tells you how many copies have ever 
been printed on the machine. While it's possible to get into this 
constantly mounting total as a measure of your productivity (and 
therefore your general worth as a human being: I've printed 3217 
pages on my LaserWriter—! must be doing something useful 
with my life), it does cost you about 3^ in toner, some fraction 
of a cent in paper and some hard-to-figure but probably sig- 
nificant amount of wear-and-tear on the machine. 
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So it's sometimes nice to be abie to turn off the startup 
page, at least for a while. The easiest way to do that is to 
use Widgets, which comes as part of DiskTop (reviewed in 
Chapter 8). Centuiy Software also has a pair of programs 
called Start-up On and Start-Up Off that... well, we're sure 
you can figure it out. 

Here's another approach to suppressing the startup page. 
Just type out the short PostScript program below, save it as 
a text-only file (with a name that's easy to remember) and 
send it to the LaserWriter with one of the downloading 
programs that comes on disks of outline fonts. 

serverdict begin 0 exitserver statusdict 
begin false setdostartpage 

This program stays in the LaserWriter even when you 
turn it off, so you only have to send it once. (That's a good 
thing; otherwise you'd have to send the program to the 
LaserWriter after you turned it on, at which point it would 
have already printed the startup page.) 

When you want to turn the startup page back on — to 
recheck your worth as a human being or for some other 
reason — use the same program but replace the word false 
with the word true. 

Meale Hall wrote from Alexander Hill, Australia to sug- 
gest yet another (veiy simple) way to suppress the startup 
page — but, unlike the approaches above, you have to do it 
each time you turn the printer on, which makes it some- 
what tedious. You just pull out the paper tray before you 
turn the LaserWriter on each time and don't push it in again 
until the LaserWriter's warmed up. 

4 ready and waiting 

One function of the startup page is to tell you exactly 
when the LaserWriter is ready to begin printing. If you 
turn off the startup page, how do you know when the 
printer's ready? 
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When you turn the LaserWriter on, it tests itself; while 
it's doing that, the green light blinks (on the LaserWriter II, 
some other lights come on first, but just ignore them). 
When the green light stops blinking, wait a few seconds 
and the machine is ready to use. 

In a cold room, this warmup and test procedure may take 
about a minute — or longer, if you have a lot of memory in 
your printer. If you've used the machine recently and/or the 
room is warm and/or your printer has a brain the size of a 
pea, it may take much less time than that. 

# flashing messages and lights (Arv 

When a Mac is collaborating with a LaserWriter to figure 
out how to print a document, a message appears on the 
Mac's screen that lists its status as processing Job. With 
certain combinations of hardware and software, this mes- 
sage may flicker off and on again eveiy five seconds or so. 
Do not panic (as I, of course, did). The periodic Hashing 
doesn't mean that the power pole outside your house is 
about to fall over, or that enemy aliens from Saturn are 
tiying to destroy your Mac by sending power surges through 
the house wiring. It's perfectly normal, just a way of re- 
minding you that the Mac is thinking. 

The LaserWriter I lets you know it's thinking by flashing its 
yellow light every two seconds. (Double-flashing indicates a 
wait state, which usually doesn't last more than 30 seconds.) 
The LaserWriter II has a green light for the same purpose. 

When the Mac's role in the printing collaboration is done, 
the status message will disappear from the screen, but a 
page still may not have emerged from the LaserWriter. Do not 
panic (as I, of course, did). The LaserWriter is still thinking 
on its own about how exactly to print the document; you 
know that because the yellow light is still flashing. 

You're free to continue editing the document, to close 
it, to quit the application or whatever. The LaserWriter will 
print the document eventually, all in its own good time. 
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4 Backgrounder and PrintMonitor 

Backgrounder is a perfectly adequate print spooler that 
Apple provides for Its LaserWriters (and I don't mean to 
condemn it with faint praise). To use it you need both the 
Backgrounder and the PrintMonitor Tiles in your system 
folder. Then select the LaserWriter icon in the Chooser 
desk accessory to activate the Background Printing buttons 
and turn the spooler on or off. 




Keep in mind that Backgrounder, like all spoolers, saves a 
print file to the disk to be fed out to the printer. You need 
enough room on your disk to hold the print Tile — ^which will be 
at least the size of the document — and your work on the Mac 
will be periodically interrupted for the feeding of the printer. 
The frequency and duration of the interruptions depends on 
the Mac model you're using. Whether the interruptions are 
worth the background printing capabilities depends on your 
personality. (Type A's need not even apply.) 

PrintMonitor is a desk accessory that lets you keep track 
of what's going on in the printer — ^what document's being 
printed, how many pages are left to go, what documents 
are waiting to be printed, etc. On a network, it will also tell 
you whose document is being printed and what other 
documents are in line to be printed. 
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There's one other nice feature: when the printer needs 
attention (because it's out of paper, say), PrintMonitor 
flashes the 4 in the upper left comer of the screen, alter- 
nating it with the PrintMonitor icon. 

4 one spooler is enough (cms Alien) 

One of the most common problems I've seen with 
spoolers is that people will have both a third-party print 
spooler and Backgrounder running at the same time! 
Amazingly enough, this will work, but it costs you time, 
since eveiything is done twice. 

4 let us now praise a clearly written manual (ati) 

The LaserWriter manual has an excellent section on all 
aspects of setting up and maintaining the printer; it's clearly 
written and full of helpful illustrations. 

4 printing custom stationery and envelopes (An) 

Access to a LaserWriter can not only save you the ex- 
pense of buying stationery, it can allow you to modify your 
stationery as often you like. You can change the text, the 
fonts, the graphics or the paper you print it on. (On the 
LaserWriter, it's just as economical to produce a batch of 
five sheets of letterhead with matching envelopes as it is to 
produce a batch of five hundred.) Custom stationery makes 
a wonderful present, particularly if you use fancy paper and 
spend some time making the stationery match the recipient's 
personality. 

There's no special trick to doing letterhead on the 
LaserWriter. (There are some general tips on the subject in 
the general word processing tips section of Chapter 10). 
But envelopes can be tricky. You have to hand-feed them 
into the LaserWriter, face up and against the back edge of 
the manual feed guide. Certain kinds of envelopes don't 
feed very well — like ones made from "parchment'-type or 
"laid" paper. (They also don't take toner well.) 
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If you print your name and return address along the length 
of the envelope — that Is, in the same direction as the name 
and address of the person you're sending it to— you'll only 
have to run the envelope through the LaserWriter once. If 
you want your name and address to run across the end of 
the envelope — ^whlch looks snazzler-^ou'll either have to 
run the envelopes through a second time, print labels and 
stick them on, or address the envelopes by hand. 

Whichever direction you use for your address, you may 

find yourself frustrated by the LaserWriter's inability to print 

closer than a quarter of an Inch to the edge of the envelope. 
But a reader named Mike Chan wrote in with a cunning trick. 
He uses Post-It notes to trip the paper guide (he sticks them 
on the envelope with about a quarter of an inch protruding). 
He says he's only had to open the LaserWriter two or three 
times to retrieve Post-Its that have fallen off inside. 

Mike also said that a toner cartridge recharging com- 
pany told him that running envelopes through the 
LaserWriter will do in the drum in the cartridge (I assume 
from glue melting off the flap) and that they didn't recom- 
mend recharging cartridges if envelopes have been run 
through them. (For more on this, see the entiy on labels 
and envelopes in the laser-printer supplies section below.) 

4 hard disks attached to PfTX's 

If you attach a hard disk to an HTX for storing fonts, you 
only get to use some of it for the printer files. The rest of 
the disk is used as an extension of the printer's font cache — 
where the currently used fonts are stored. Without a hard 
disk attached, the printer purges fonts from memory to 
make room for the latest one that's downloaded, but with 
the hard disk attached, the purged font is temporarily stored 
for easy and quick retrieval. 

4 maximum image areas on LaserWriter I's (An) 

The maximum area a LaserWriter 1 will print on a stan- 
dard US letter-size (8.5 x 1 1) sheet of paper is 8 by 10.92 
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inches, centered on the page. The width limitation is the 
most significant; it means you must always have a margin 
of at least a quarter inch on each side. (The required .04- 
inch border top and bottom is, of course, trivial.) What's 
more, many programs can't even fill that the entire area. 

The image-size restriction is even more dramatic on le- 
gal-size paper (8.5 x 1 4). There the LaserWriter can only fill 
an area 6.72 inches wide by 13 Inches deep, thus requiring 
margins of more than 7/8" on each side and 1/2" borders 
top and bottom. (There are similar restrictions for the 
common European paper sizes, A4 and B5.) 

The reason for these limitations is the LaserWriter I's vaybad 
memoiy. A meg and a half is only enough to image be- 
tween 87 and 88 square inches of page (which is what both 
8" X 10.92" and 6.72" x 13" amount to). To really process 
a page adequately with PostScript, a printer should have at 
least two megs of memoiy. Many other PostScript printers 
and imagesetters do have that much memory (the 
LaserWriter IIMT and MTX among them). 

One time it's important to remember these size limita- 
tions is when you're proofing something on the ImageWriter 
that will ultimately be printed out on the LaserWriter. Be- 
cause the ImageWriter can print wider than the LaserWriter, 
be sure to leave adequate margins; otherwise your image 
will get cropped on the edges when you put it on the 
LaserWriter. (This is just one of the problems with switch- 
ing printers for an existing document.) 

# how to get rich, deep blacks (oc/Aro 

Buy a LaserWriter II or some other laser printer built 
around Canon's SX marking engine. The LaserWriter I's 
(and other laser printers built around Canon's CX marking 
engine) simply can't do it. Black areas of any significant 
size will contain small white splotches or streaks, regard- 
less of where you put the print density dial. 
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This Is only a problem with areas of black, not regular 
text— which tends to look good no matter how low you set 
the print density dial. And It's also only a problem If the 
printer's output Is used as the final product, 'The film used 
by printers will almost always fill the black areas In and you 
can even get the same result from a photocopy machine 
(usually). In any case, don't bother turning the dial all the 
way to high — ^you'll just be wasting toner for no purpose. 

4 basic LaserWriter care (Rich woirson) 

LaserWriters are extremely durable machines. We have 
some here at Montclair State College that have printed 
more than 100,000 copies and haven't given a sin^e mo- 
ment of trouble — and this Is In open-access labs where 
they get heavy use from novice users. 

The basic maintenance for LaserWriters Is simple and 
really amounts to little more than careful cleaning. Each 
time you replace a cartridge (or anytime you notice vertical 
light streaks or very fine white lines on your printouts), you 
should remove excess toner from the inside of the 
LaserWriter. Wipe it off surfaces — especially the rollers — 
with cotton balls or a lint-free cloth; use Q-Tlps for the hard- 
to-reach places. 

Sometimes the corona wire gets a white crusty buildup 
(it's composed of heated toner particles). This too needs to 
be cleaned off since It causes white streaks on the printout. 

The corona wire stretches across the width of the printer, 
and is so thin you can hardly see It. What you'll be able to see 
more easily is another wire that's wrapped around the area 
the corona wire passes through, at about one-inch Intervals. 
This wire should be cleaned, too, but it's only there to prevent 
a paper from curling down against the corona wire. 

Use a Q-Tlp to reach past the protective wire to clean the 
corona wire. Be very careful wiping down the corona wire — 
it's easy to break and hard to fix. Alcohol or cleaning fluid 
Isn't necessary; a plain wiping will do. 
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Another spot you might miss is the covering over the 
laser diodes. To find them, open the printer, remove the 
cartridge and look up underneath the lid (they're in the lid). 
In LaserWriter I's, the covering is a red strip running almost 
the width of the lid. In the II's, the covering is overlaid by a 
metal piece so it shows as a series of red rectangles. (You 
can't see it if you don't take out the cartridge.) 



In extreme cases you may need to vacuum out the insides 
of the LaserWriter. If you do, use a vacuum specifically 
made for electronic equipment. 3M makes one that has a 
conductive and grounded nozzle so there's no static 
buildup, but it costs about $250, 



A regular dust buster, like any other regular vacuum, is 
going to be moving diy air across a piece of plastic and 
thus will build up a static charge, like the one that builds up 
on a plastic comb when you run it through dry hair. Static 
charges can zap electronic circuits, in which case you'll be 
left with a dead LaserWriter. (This warning goes double for 
vacuuming the inside of your computer.) 




important 

warning 



# where to put your laser printer (An) 

Most laser printers make a fair amount of noise. They're 
nothing like the average PC, which sounds like a commer- 
cial jet testing its engines, but they still can be pretty an- 
noying. (This is particularly true if you're lucky enough to 
have a quiet place to work; in the typical office environ- 
ment, you may barely be able to hear a laser printer.) 

(LaserWriter II's aren't so noisy; mine's five feet from my 
desk and it doesn't bother me. But then there are usually a 
few kids within twenty feet of my desk and I've learned to 
ignore them too. Another reason not to have any laser 
printer too close to where you're working is the sometimes 
noxious odor of the toner. — SZA) 

One way around this problem is to put the laser printer 
in a closet. Since it's connected on LocalTalk, there's no ^ 
problem with the cables not reaching, and most closets are 
large enough. I've kept two different models of LaserWriters 
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In a closet with just 8" to the front, 1" to the rear and a 
couple of feet to each side of the printer, and have had no 
problems with Insufficient ventilation or heat buildup. 
(Because closets usually have no windows and often have 
no external walls, the temperature tends to vary less than It 
does In regular rooms.) 

If you're really worried about heat buildup, hang a ther- 
mometer on the closet wall and check It regularly. I did that 
and mine never registered above 80° — even on days when 
It was hotter than that outside and when the LaserWriter 
had been on for many hours (although, admittedly. It never 
gets really hot where I live — the average high temperature 
during the hottest month Is Just 72°). 

The LaserWriter's manual says the temperature of the 
air around the printer shouldn't get over 90°, which means 
that if you live in Mew Orleans or some other place where 
the sidewalks melt in the summer, you're going to need air 
conditioning to stay within their specs (which also call for 
humidity of 80% or less). But If you live In a place like that, 
a laser printer in your closet Isn't going to be the only 
reason you need an air conditioner. 

There Is, of course, one major disadvantage to putting 
your laser printer in a closet — ^you have to get up and walk 
over to It each time you want to look at the output. I don't 
nnd this bothersome; in fact, I enjoy the break and exer- 
cise (if walking ten feet can be called exercise). But It could 
get annoying, particularly If you're doing a lot of trial-and- 
error futzing with a document. 

\ - Update: On a trip to Damascus, a vision appeared to me 

T W in the road, I fell to my knees. The vision spoke: "Closets 

3 ' are for c/othes, you shmendrick!"! immediately grasped the 

Implications — I could take all those clothes I had no room 
for In my bedroom closet and put them In the closet in my 
study. What a revelation! 

But where would 1 put my LaserWriter? In the basement, 
of course, where the toner smell would never be a problem. 
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This new arrangement is a little strange sometimes — like 
when I'm printing many different versions of a one-page 
document (the constant tromping up and down the stairs 
makes me feel like I'm in an amateur production of Arsenic 
and Old Lace) — but at least I get some exercise. 

You have no basement, you say? 'Try to see the general 
point: You can put a laser printer Just about anywhere you 
want. There's no iaw that says it has to sit next to your Mac. 



Fonts on laser printers 

# downloadable fonts (Ati) 

PostScript laser printers almost always come with some 
outline fonts built into their ROMs. If you want other outline 
fonts, you have to buy them on disk and download (send) 
them to the printer. 

Downloadable fonts have several advantages over fonts 
in ROM. The main thing is that there's a much greater selection 
of them (see the font chapter for a sampling of just a few of 
the thousands that are available). And they're much easier 
for the publisher to enhance, upgrade or update. 

The only disadvantages of downloadable fonts are that 
they take longer to print and use up some of the printer's 
RAM, which is in short supply on LaserWriter I's. Still, 
downloadable fonts are where it's at. Don't restrict yourself 
to what some printer manufacturer thinks you need. 

# two ways to download fonts (An) 

Outline fonts that reside on disk rather than in ROM can 
be sent to the printer two ways. You can "manually" down- 
load them to the LaserWriter before printing or you can have 
them downloaded automatically during printing (you just 
use the screen fonts in your document and the Mac sends 
the fonts' printer files to the LaserWriter as it runs across 
them). Most applications support automatic downloading. 
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(Apple and Adobe refer to manual downloading as per- 
manent downloading, which Is pretty confusing, since the 
fonts stay In the LaserWriter oniy untii you turn it off. 
Wanuaf— which is obviously based on an analogy to auto- 
maUc and manual transmissions in cars — isn't exactly the 
right word either. Preprint downloading, or batch down- 
loading, would be more accurate.) 

Manual downloading is done with a program that comes 
on the disk with the fonts. Once the fonts are downloaded, 
printing is faster, because they don't have to be down- 
loaded over and over again each time you print (automatic 
downloading takes about 5-15 seconds per font). 

The main advantage of automatic downloading is that 
it's easier (manual downloading Is an annoying chore, even 
though It only takes a few minutes). Another advantage is 
that the fonts get flushed out after each printing job, making 
room for new fonts on the next printing job. 

As a rule, manual downloading isn't worth the trouble 
unless you're going to be using the same font(s) in three or 
more printouts (which might be the same document re- 
vised and reprinted three times). On the other hand, it 
often makes sense when you're printing from PageMaker, 
which flushes automatically downloaded fonts after each 
text block, rather than at the end of the printing job, and 
thus has to reload them for each subsequent text block, 

4 LaserStatus 

LaserStatus is a very useful utility published by CE Soft- 
ware. It lets you check what's going on In a LaserWriter — 
which fonts are in memory, how much memory's left, 
whether or not the startup page is disabled and how many 
pages the printer has ever printed. 

LaserStatus also lets you manually download fonts — 
and other files — to the printer. But the best thing about 
LaserStatus is that it lets you create and download sets of 
fonts to the LaserWriter. (You can even make a set that 
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LaserLUriter II NT's Resident Fonts 


Printer: Laserlilriter II NT 


RuantGarde-Book 


5 




Named: LaserLDriter II NT 


RuantGarde-BookOblique 






Uersion: 47.0(1) 


RuantGarde-Demi 






Startup Page: Disabled 


RuantGarde-OemiOblique 






Page Count: 12079 


Bookman-DemI 








Bookman-DemI Italic 


iv 






Bookman-Light 


)) 






Bookman-Light Italic 


1 1 






Courier 






Font Memory: 500K 


Courier-Bold 


Vi 




- " 1 


Courier-BoldOblique 


' . 




OIKUsed 419KFree 


Courier-Oblique 


o 











includes other sets.) This is an incredible convenience be- 
cause you can download all the fonts that you need for a 
specific job. 




You use LaserStatus to send them all to the printer in 
one fell swoop. I've even found that when Apple's and 
Adobe's downloaders can't handle a series of fonts 1 want 
In the LaserWriter (causing it to reset), LaserStatus can 
send them as a group with no problem. 
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Here's what the Info box looks like after downloading a 
set of eight fonts (notice the difference In available memoiy): 





LaserWriter II NT's Resident Fonts 


Printer: LaserLUrlter II NT 


Heluetica-Narroui-Oblique 


o 




Named: LaserLUrlter II NT 


Heluetica-Oblique 


fi 




Uerslon: 47.0(1) 


Jott 


j'jl ■ 




Startup Page: Disabled 


JottLight 






Page Count: 12079 


JottQuick 


jj'j 






JottQuicIcLIght 


i'iji; 
i i'i' 






Korinna-Bold 








Korinna-KursiuBold 








Korinna-Kurslullegulor 






Font Memory: 500K 


Korinna-Regular 








NeiuCenturySchibk-Bold 






290KUsed 21 OK Free 


NemCenturySchIbk-Bold italic 


o 






ll “K j 





where to store downloadable fonts (ah/sza) 
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Put the printer files for downloadable outline fonts either 
in the system folder or in the startup disk's window. (The 
matching screen fonts need to be instailed in the System 
file or in an open suitcase file — see the font chapter for 
details.) 




very good 
feature 



Why those restrictions? Because there can be so many 
files on a hard disk that the Mac could spend forever looking 
for the fonts, if it didn't limit its search to just those locations. 
(IxDts of printer files can mess up your system folder, too — 
and besides the mess, lots of items in a folder makes it 
take longer to open when you doubleclick it on the desktop.) 

If printer files are stuck away In a folder anywhere else, 
the Mac won't be able to find them and they won't be down- 
loaded to the printer — unless you use Suitcase, which lets 
you put them in any folder that contains an open suitcase, 
or Paul Snlvely's shareware program Set Paths, which lets 
you put them in any folder (you just show the Mac where 
they are). Both programs are described in Chapter 8. 
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By the way, don't change the names of a font's printer 
file; the automatic downloading process depends on its 
staying the same. 

Unlike screen fonts that have the Font/DA Mover suit- 
case icon regardless of who created the fonts, icons for 
downloadable printer files vary with the publisher. (Some- 
times the icon for a printer file will change when you copy 
it from the disk you get from the publisher, but don't pay 
any attention to that.) 




bnportant 

warning 



Here's a small sample of printer font icons from Sharon's 
system folder: 




UtiliCitBolLas KorinReg 




A2020PIXym ErasNor 



# how fonts affect laser printers' speed (An) 

Laser printers process some kinds of fonts much faster 
than others. Outline fonts in ROM are the fastest. 
Downloadable outline fonts are slightly slower (in addition, 
ones that are downloaded automatically take 5-15 sec- 
onds longer than ones that are manually downloaded). Bit- 
mapped fonts are far and away the slowest, because the 
printer not only has to download them but also has to 
create a PostScript version of them. 

Obviously, the more fonts (of any kind) you use, the 
longer it will take to print a page. So you'll get the very 
fastest speed out of a laser printer if you use just one font 
in ROM in just one style — and, because scaling also takes 
time, in just one size. But that's quite a sacrifice to make 
for a little speed. 
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If you use more fonts than a laser printer's RAM can 
accommodate. It won't print the page at all. This is particu- 
larly a problem on LaserWriter I's, with their skimpy 1.5 
megs of RAM. 

4 special characters on laser printers (An) 

As a general rule, outline fonts give you a wider selec- 
tion of special characters than bit-mapped fonts (for more 
details, see the font chapter). But many outline fonts bor- 
row some of their special characters from the Symbol font. 
So if you want the full range of special characters, make 
sure Symbol's printer file is In the system folder on your 
startup disk. 

4 type styles on laser printers (An) 

vcry b^ On the ImageWriter, every font can be transformed into 
bold, italic, outline, shadow and any combination thereof — 
which comes to sixteen possible variations. On laser print- 
ers, however, no font I've seen can produce all sixteen 
variations. For example, Zapf Chanceiy (from Adobe) only 
gives you three: plain, outline and shadow (bold, italic and 
bold italic print out as plain and all the other variations 
print out as either outline or shadow). 

'Times and Helvetica do much better. Although outline 
shadow looks the same as shadow, eliminating four possi- 
bilities, the other twelve variations are there. (I've yet to 
see a outline font that will make the distinction between 
shadow and outline shadow — although with some type sizes 
in Word, characters are spaced farther apart in outline 
shadow than in shadow.) Adobe's Benguiat has the same 
twelve combinations, as does Casady fie Qreene's San Serif. 
Casady 8c Qreene's Ritz provides eight of the possibilities — 
exactly half. 

Bit-mapped fonts lose most of their style variations when 
they're printed on a LaserWriter. For example, when printed 
on a laser printer, Chicago retains just five of the sixteen 
styles it has on the ImageWriter. The only way to tell what 
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variations a particular font will give you on a laser printer is 
to try them out. 

All type styles on the ImageWrlter are produced algori- 
thmically — that is, by the application of a mle like increase 
the width 1 0% (to create boldface) or slant right 11° {to 
create italic). But on the LaserWriter, many fonts have their 
own separate cuttings for bold, italic and bold italic — that 
is, all the characters in those styles were individually de- 
signed, as if for a separate font. 

If a font does have separate cuttings for certain styles, 
you'll have to put a separate printer file in the system folder 
for each one. But you'll get better-looking characters than 
with an algorithmically derived style. You can always tell 
whether the style you're using is algorithmic by looking to 
see if there's a separate printer file for it; if there's no file, 
the style is algorithmic. 

Fonts with separate cuttings usually come with screen 
fonts to match but you can save room in your System file 
by not installing them. Just select the type style you want 
from the Style menu and PostScript will know to look for 
the font file before making the change algorithmically. But 
if you do Install the special screen fonts, you'll get a cleaner 
representation of the characters on the screen. 

Some fonts also have separate cuttings for variations 
with different names than bold, italic, outline or shadow. In 
these cases, you do have to install the screen font — unless 
the style is basically a variation on bold or italic. If it is, it 
will normally be "mapped" to the menu option. For ex- 
ample, demi type is bolder than regular, so selecting text 
set in Souvenir and then choosing Bold from the menu will 
give you Souvenir Demi (that is, if you don't have Souvenir 
Bold around). 

Generally, font publishers try to do what makes sense; if 
a font comes with four variations, you can usually get them 
by choosing plain text, bold, Italic and bold Italic. (See the 
font chapter for more details.) 
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4 outline fonts in paint programs (ah) 

Bit-mapped graphics programs like MacPaint can't out- 
put outiine fonts. What you get Instead is the screen font, 
just the way you see it on the screen. 

To get around this, use a draw program like MacDraw or, 
even better, a draw/paint program like SuperPaint that lets 
you combine bit-mapped and object-oriented graphics. 

4 bit-mapped fonts on PostScript printers (an) 

If you turn on Font Substitution in the Page Setup dialog 
box, a PostScript printer will substitute outline fonts for three 
basic bit-mapped fonts when it runs across them in a docu- 
ment. The substitutions are Times for Mew York, Helvetica for 
Geneva and Courier for Monaco (they deserve each other). 

If you turn Font Substitution off, or use any bit-mapped 
fonts other than the four mentioned above, the printer cre- 
ates special PostScript versions of the bit-mapped fonts it 
finds in a document (Most people don't realize that PostScript 
can create bit-mapped fonts as well as outline fonts.) 

These PostScript versions of bit-mapped fonts print more 
smoothly than the original fonts do on the ImageWriter and 
they also scale much better. But slanting doesn't work too 
well (which means that they may not look great in Italic, for 
example). Two other disadvantages of the PostScript ver- 
sions: they take much longer to print and they strip out 
most of the type style variations you get on the ImageWriter. 
(For more information on that, see the entries above called 
type styles on laser printers and how fonts affect laser 
printers' speed.) 

4 more on Courier substitutions 

In addition to substituting for Monaco when the Font 
Substitution box is checked. Courier also shows up when- 
ever there's not enough room In the LaserWriter's memory 
to download the font you really want. So if Courier shows 
up someplace In your document Instead of, say, Korinna, 
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even though Korinna's been printed on the previous pages, 
it means that Korinna's been flushed out of the printer's 
memory to make room for something else. 



tl using lots of fonts on LaserWriter I's (mv 

Don't, (I'll resist the temptation to make this the short- 
est entry in the book.) 

After a LaserWriter I finishes imaging the page and doing 
other necessary tasks, it only has about 21 OK of RAM avail- 
able for downloading fonts and other necessary information. 




important 

warning 



To give you an idea of just how limiting that is, consider 
that PageMaker takes about 50K for its header (the PostScript 
instructions it gives to the printer) and that the necessary 
QuickDraw information takes another 90 K, This leaves only 
70K for your downloadable fonts, which usually require 
between 20K and 35K each. (Other programs often have 
somewhat smaller headers and thus leave slightly more 
room for fonts to be downloaded.) 



In addition to the space the fonts themselves take up, 
another 1 OK or so has to be downloaded along with the 
first font; it contains information that applies to all fonts. 

PageMaker offers you a way around the problem. It 
flushes out the fonts after each text block, instead of at the 
end of the document, so the limitations that normally apply 
to fonts per document apply to fonts per text block. Since 
you can have as many text blocks as you want in a docu- 
ment, you can also have as many fonts as you want (within 
reason, that is; things can get pretty tedious with dozens of 
text blocks on a page). 

But in most applications, you only have room to down- 
load three or four fonts; under some extreme circumstances, 
there may only be room for two. And remember that if 
bold, italic, bold italic or some other style comes in its own 
cutting (that is, if it's been separately designed and comes 
as a separate font File), it counts towards the total just like 
a completely different typeface. 
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(One exception to this is special cuttings labeled oblique. 
They're usually derived algorithmically — that is, by the ap- 
plication of a rule — and take up much less of the 
LaserWriter's memory. For example, ITC Qlypha Oblique 
only takes up 3K If you already have Qlypha Roman loaded, 
since all that needs to be added are the PostScript instruc- 
tions on how to tilt the letters.) 

If you use too many fonts, the Mac will show you one or 
more messages that tell you you're running short of memory. 
In a classic case of boneheaded design, these messages 
neither beep nor stay on the screen for very long. 

So if you happen not to be completely catatonic and 
have therefore chosen to get up and do something rather 
than to stare blankly at the screen for the Five or ten min- 
utes it takes the LaserWriter to print a document with a lot 
of fonts, you'll miss the messages. When you come back 
into the room, the LaserWriter will be humming innocently 
away (What do you mean, "Where's the printout?" What 
printout?), with no indication on the screen of what hap- 
pened. 

(The above assumes your fonts are being automatically 
downloaded. If you're manually downloading fonts — ^send- 
ing them to the LaserWriter one by one with a downloading 
program prior to printing — and you overrun the LaserWriter's 
RAM, you'll flush out the earliest fonts. Or, if your down- 
loading software isn't so hot, the LaserWriter may just restart 
itself and spit out a new startup page.) 

If a document won't print, it's always worth trying to 
print it again; it often works the second time. If that doesn't 
work, try printing the document one page at a time. If that 
doesn't work, try breaking it into smaller documents. 

If you're not sure that too many fonts is the reason the 
— LaserWriter won't print your document, the easiest way to 
find out is to make a copy of It, change the entire copy to 
'Times or Helvetica, and try printing that. If that works, your 
problem is almost certainly too many fonts. 
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To get around this limitation, some applications use note 
format, which ^ves half-inch margins all around (on the 
assumption that you're not going to want to print anything 
closer to the edge of the paper than that). This gives you 
room for more fonts, theoretically as many as eight or ten. 

But don't count on it. 

The LaserStatus DA described above tells you how much 
RAM is left in the LaserWriter and what fonts — both 
downloadable and ROM-based — are already there; it also 
lets you reset the LaserWriter — that is, flush its memory — 
without turning off the power. Most font publishers offer 
similar software on their font disks. 

All in all, the limitation on how many fonts you can use 
is the LaserWriter I's most annoying shortcoming. The best 
way around this problem, of course. Is to get a laser printer 
with at least 2MB of RAM, like the LaserWriter IIMT or IINTX. 

Laser printer supplies 

4 what kind of paper to use (aw 

Laser printers put Images down on paper in exactly the 
same way as photocopiers do; in fact, the guts of the 
LaserWriters (and of several other PostScript laser printers) 
are identical to those of many Canon copiers. So the kind 
of paper specifically designed for use in copiers — often 
labeled xerographic — is what you want for laser printers. 

Copier paper comes in more than one grade. When you're 
preparing originals for presentation, you'll naturally want 
to use a nice-looking, heavy, opaque paper, or one of the 'hJJ 
special papers made specifically for high-quality laser-printer 
output (see the next entiy). But for everyday use, and when 
you're preparing documents to be reproduced, use the 
cheapest kind you can find. Here's why: 

When the humidity is high, pieces of paper tend to 
stick together. To help them separate more easily, paper 




very good 
feature 



250 



The ^Macintosh ‘BiBCe, ‘Third ‘Edition 



manufacturers put powder between the sheets. This is 
caiied dusting, and the more expensive a paper is, the 
more dusting it tends to have. The probiem with dusting 
is that particies of the powder tend to get bonded to the 
paper along with the image, producing a rough, uneven 
surface. So cheap paper, with little or no dusting, is best. 

Cheap paper has another advantage: because of its low 
fiber content, it has a smoother surface than most expen- 
sive paper (except those specifically designed to be smooth). 
The smoother the surface, the more precise the image 
bonded to it will be. 

If there's a discount paper supply house in your area 



that sells retail, you should be able to buy inexpensive 



copier paper for about $3 a ream (500 sheets). But the 



cheapest source for paper is generally a wholesale dis- 
count warehouse like Costco or Price Club. You have to be 
a member (small businesses, independent professionals, 
government workers, organization members, etc. qualify) 
and be willing to buy ten reams at a time, but if you are, 
you can get plain 20-ib. bond for about $2 a ream. 

Except in an emergency, it makes absolutely no sense 
to go into a stationery store and pay $6-$7 a ream when 
you can get the same paper at half the price or less else- 
where, 

4 high-quality laser-printer paper 

Paper specifically designed for laser printing (made by 
tlammermill, among others) can really make a noticeable 
difference in the printout, even to the unpracticed eye. 

I'm not suggesting that your business correspondence will 
benefit from the added clarity, but if you're designing a 
newsletter or brochure that's going to be photocopied, it's 
wise to get the crispest original that you can. Use regular 
paper for all the drafts and the good stuff for the final output. 

One supplier I can recommend for all sorts of laser 
stock — papers, labels and so on — is Imaging Products (see 
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Appendix B for contact information). They have a wide 
variety of products, including such special items as no-tear 
paper, and eveiy time I check, it seems they've added 
something new to their lineup. 



# labels and envelopes for the LaserWriter (szA/An) 



If you print on labels or envelopes, or anything else that 
contains glue, make sure they're made especially for laser 
printers or photocopiers. (Sharon has used regular enve- 
lopes in a LaserWriter with no ill effects, but we don't rec- 
ommend it.) The heat in the printer can cause labels to 
peel off inside; it can also seal envelopes. (Hmm...if you 
put the letters inside the envelopes before you run them 
through for addressing, you won't have to lick them — no, 
that's probably not a good idea.) 




important 

warning 



Aveiy makes labels speciflcally designed for laser print- 
ers. Because a special adhesive is used, the labels don't 
peel off when subjected to the high heat inside the printer. 
We've been using them at Goldstein 8f Blair and haven't 
had any problems with jamming. They come in three sizes: 
1 " X 2-5/8" (product codes 5 1 60 and 5260), 1 " x 4" (product 
codes 5161 and 5261) and 1-1/2" x 4" (product codes 
5162 and 5262) and are available at most office supply 
stores. 



# printing on nonstandard stock 

If you're printing transparencies, you can use regular 
transparency film; it goes through the LaserWriter with no 
problems (but don't just use any piece of plastic — like, say, 
a report cover). For slightly more crisp output, try a trans- 
parency film made specincally for laser printers. Imaging 
Products sells laser transparency film in clear, red, yellow, 
green and blue. 

On various occasions, I've laser-printed on nonstandard 
stock, like a manlla folder. There was no problem feeding 
it through a LaserWriter II, but LaserWriter I's have much 
more trouble processing anything but plain (basically thin) 
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paper. For example. 1 can't get disk labels on sheets to go 
through a LaserWriter I. 

If you have trouble with thick stock going through a 
LaserWriter IL open the back and let the printed material 
come out there, instead of going through the second set of 
rollers to come out the top. 

4 getting the most from toner cartridges (ati/sza) 

Before installing a new toner cartridge in a LaserWriter, 
you should rotate it gently from side to side (that is, lift the 
right side, then the left— it's roll you want, not yaw). If you 
don't do this, the images you get may not be dark enough. 
(You may also have to break in the cartridge by printing 
thirty pages or so.) 

There are two things you can do to get more pages printed 
from each cartridge. First, use the print-density dial. It's on 
the outside of LaserWriter I's and on the inside of LaserWriter 
II's (it's green and to the right and front as you lift the lid). 
When the cartridge is new, set the dial at 9 — ^which, in a 
masterpiece of counterintuitiveness, is as low as it will go. 

When you're getting to the end of the cartridge and faint 
areas start appearing on your printouts, turn the dial up (in 
order words, towards 1). But wait — don't touch that dial! 
First, tiy rocking the cartridge, as described in the first 
paragraph above, and keep doing that whenever you have 
a problem. Only when this falls to produce the desired 
result, or only produces it for a few pages, should you turn 
the print density dial down...er, up. ..toward 1. 

Using those two simple techniques, we both have been 
able to average about 5000 pages on both LaserWriter I and 
LaserWriter II cartridges, including refilled ones, with perfectly 
acceptable quality — except, of course, for solid blacks on 
LaserWriter I's, which you can't get even with a new cartridge. 

4 buying toner cartridges (ati) 

If you can't find an Apple-brand toner cartridge for your 
LaserWriter, a Hewlett-Packard LaserJet cartridge works just 
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as well. The cost to the dealer for both brands is the same, 
so the price you pay should be, too. 

If you have a LaserWriter I (the original or the Plus), any 
toner cartridge made for a iaser printer with a Canon CX 
engine wili v/otK foryou. If you have a LaserWriter II, you need 
a cartridge made for a printer with the Canon SX engine. 

Be aware, though, that although Canon copiers use the 
same CX and SX marking engines, their cartridges won't 
work in laser printers. 



ft refilling toner cartridges (Byron Brown) 

Toner cartridges are far and away your greatest expense 
in operating a laser printer. Portunately, you can have your 
cartridges refllied. If done by a reputable company, refill- 
ing won't hurt your printer and wiii provide printouts that 
are just as good as you get from new cartridges. (In fact, 
the image is often darker — one rePiIled LaserWriter I car- 
tridge gave me blacks almost as solid as a LaserWriter IPs.) 

In general, cartridges shouldn't be refilled more than 
three times, and most companies mark them so they can 
discard them after the third refill. (If the company recoats 
the drum, the cartridge isn't limited to three refills; in fact 
with occasional drum-coating, refills are unlimited. Drum 
coating is much more difficult and therefore less reliable, 
for LaserWriter II cartridges. — SZA) 

I'd guess my LaserWriter I refills give me about 90% of 
the life of new cartridges, and they only cost about $35- 
$50 (including replacing the green wand that keeps the 
rollers clean), instead of around $100. 

There are many companies that refill cartridges, and some 
have 800 numbers. If they're in your local area, they'll usually 
pick up and deliver for free; if they're not, they'll usually split 
the shipping with you (you pay to send the cartridge, they pay 
to return it). If you have a problem with a refilled cartridge, 
any reputable refiller will replace it free of charge. 
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I've been told that the first LaserWriter II cartridges had 
a corrosive chemical in the toner that ate out the inside of 
the cartridge — ^so you couldn't refill them and had to buy 
new ones. Wasn't that thoughtful? Fortunately, this prac- 
tice has been abandoned. 

4 more on refilling cartridges 

What Byron reports In the entry above about the built-in 
obsolescence of toner cartridges has been repeated to me 
by a number of cartridge-refiil companies — and repeatedly 
denied by the cartridge makers. (I believe the reFilIers.) 

That issue aside, there's another reason to go with refills: 
toner cartridges are not, by any stretch of the imagination, 
biodegradable. Picture the mountain of used cartridges we've 
already discarded and keep that picture In mind when your 
cartridge runs out of toner. Here's a chance to do something 
for the earth and save money at the same time. (And if you 
don't want to use refilled cartridges, sell your empties to a 
refill company — ^yes, many will buy them from you — and let 
them recycle them to someone else.) 

4 throwing out toner cartridges (An) 

Here's yet another reason to refill toner cartridges: if 
you take a used one out of a laser printer and toss it imme- 
diately into a plastic waste basket (as I have), you may end 
up with a melted waste basket (as 1 have). Those suckers 
are hot when they come out of the machine. So unless you 
want your waste baskets to look like not-very-inspired 
modem art, let the toner cartridge cool down before throw- 
ing it away. (Or, better yet, refill it.) 

4 the toner cartridge warning light 

One of the lights on your LaserWriter II blinks when the 
toner in your cartridge is low. If your printout still looks OK, 
you can safely Ignore the warning. I've stretched my printing 
for hundreds of pages beyond the blinking light, but I felt 
continually reproached by the blink. The solution? — I put the 
printer where 1 can't see its lights, (Aren't neuroses fun?— ATI) 
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Advanced printing tips 



4 renting time on a PostScript device (An) 



Businesses have sprung up all over (particularly in big 
cities and near universities) that let you come in with your 
Mac disk and print it out on one or more kinds of PostScript- 
compatible printers. Renting time can be surprisingly inex- 
pensive: there's a place near me that charges just $5 an 
hour and 15^ a page. 

If you can't find a place in the phone book, check with a 
local Mac user group (in fact, do that first; unlike the Yellow 
Pages, they can tell you which businesses know what they're 
doing, charge the least and so on). If there's no user group 
in your area or they don't know of a rental place, check out 
the entiy below on remote typesetting services; many of 
those services also provide LaserWriter output. 




fl getting your disks ready for a rented LaserWriter (dc) 

When you're planning to rent time on a LaserWriter, you jg 

might as well format your documents and set up your disks » 

as completely as possible ahead of time, to cut down on 'h^ 
the amount of time you have to pay for. 

The first step is to make sure that the disk you bring with 
you has the software you need on it; the rental place will 
obviously have some software but they may not have what 
you used to create your document (or the same version of 
it). Call beforehand to make sure they have the outline 
fonts you want to use installed on their system; if not, be 
sure that the System file on the startup disk you bring has 
the appropriate screen fonts Installed, and that the system 
folder contains the font files you need for the printer. 

If you haven't been printing out on a LaserWriter, change 
the fonts in your document to outline fonts by selecting the 
text and choosing the screen fonts Just the way you would 
any other font. (I'm assuming you proofed your document 
on the ImageWriter.) next, open Chooser (on the ft menu) 
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and select the LaserWriter icon. Then open the Page Setup 
window (on the File menu), make any changes you want (or 
no changes) and click on OK, 

Mow go through your document. Remember: ImageWriter 
page setup has different margins from LaserWriter page 
setup, and there are other incompatibilities, so there may 
be changes you need to make. 

When you've done that, you're ready for the shortest 
possible time rental on the LaserWriter. 

There's one other hangup that gets more and more likely 
as time goes by — font ID conflicts. This complex issue is 
discussed in the font chapter. 

4 proofing on the LaserWriter before typesetting (dc) 

The Macintosh and the ImageWriter use QuickDraw rou- 
tines to create their images, while the LaserWriter and many 
other laser printers and Imagesetters use PostScript, Although 
a lot of brilliant work has been done to allow QuickDraw and 
PostScript to talk to each other, what you see on the Mac 
and on an ImageWriter is always going to vary somewhat 
from the output of a PostScript-driven device. 

A This means there's no substitute for hard copies. If you're 

planning to do final output on a PostScript-driven imagesetter 
Important like the Unotronic, you definitely should proof your work on 
warning LaserWriter. The differences between Its output and the 

Imagesetter's will be negligible. (The resolution will, of course 
be higher on the Llnotronlc — that's why you're using it in the 
first place — but the position of all the elements and the 
overall look of the page will be the same.) 

There are two exceptions to that rule. First of all, the 
Llnotronlc can print all the way to the edges of the roll of 
paper It's using (which can be either 8.5" or 11" wide) 
while the LaserWriter can't print wider than 8". Secondly, 
the Llnotronlc won't smooth bit-mapped Images, If you 
want the images smoothed, print them out on a LaserWriter 
and then paste them manually over the equivalent 
unsmoothed images in the Llnotronlc output. 
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4 remote typesetting from Mac disks (dc) 

Let's say you've proofed your document on a LaserWriter 
until it's just the way you want it. Mow you want to typeset 
it. But your budget's a little tight and you can't afford to buy 
a Linotronic this month (it probably wouldn't fit in the closet 
anyway). Don't despair. There are several services that will 
accept your Mac disks and print out from them on their 
own PostScript-driven imagesetters or laser printers. 

The costs usually run from $5 to $15 a page (some 
places also have a one-time registration charge of about 
$50). Many of these services let you send data via mo- 
dem — although if your document Is at all long, it's going 
to take forever. Another advantage of mailing the disk (or, 
if you're in a hurry, sending it by Federal Express) is that 
you can send a printout along with it as a proof, so there 
won't be any questions about how you want the finished 
document to look. 

Even if you send the document on the phone, you should 
send a message with it detailing exactly what you want As 
mentioned in the previous entry, there's one other poten- 
tial problem — font ID conflicts. See the advanced font tips 
section at the end of the font chapter for a discussion of 
this complex issue. 

To find the names and addresses of services that offer 
typesetting from Mac disks, check out the various maga- 
zines on the Mac and on desktop publishing; they some- 
times run updated lists of such services. 

4 halftoning on the LaserWriter (ati) 

The LaserWriter handles text so nicely, it's tempting to p ^ 
use it to produce everything that goes on the page, includ- 
ing pictures. But certain kinds of images have to be pro- *sp /i^ 
cessed before you can print them, Here's why: power users 

All printed material is made up of either text or art (which 
is what every graphic element except text is called). There 
are two kinds of art — line, which contains no grays, and 
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continuous-tone, which does (the name comes from the 
fact that the tones form a continuum, from black through 
gray to white). 

Continuous-tone art presents a problem: since printing 
Ink is black (or whatever) and paper is white (or whatever), 
how can the grays be represented? 

Far and away the most common soiution involves put- 
ting a screen over the photograph. (It's called a screen 
because the original ones were made of fine metal mesh, 
although many screens today are sheets of plastic with 
dots printed on them.) The screen converts light grays to 
tiny black dots on a white background, and dark grays to 
tiny white dots on a black background. From a normal 
reading distance, these dots — in many different sizes — look 
like various shades of gray. 

Once a continuous-tone image has been screened, it's 
called a halftone. If you hold a magnifying glass to a half- 
toned picture (virtually any printed picture will do), you'll see 
the little halftone dots, but you won't find them on a con- 
tinuous-tone photograph like a snapshot. 

If you use the traditional screen approach to halftoning, 
you won't be able to Integrate your graphics with your text 
and print them both out on the LaserWriter at the same 
time; you'll have to leave a space for the graphics and add 
them at a later stage. To Integrate halftones with text, you 
need a device called a scanner that can capture continu- 
ous-tone images and halftone them electronically. 

Scanners vaiy in sampling density (how many times per 
Inch they evaluate the picture) and In how many levels of 
gray they'll pick up. They also vary in quality and price. 
ThunderScan is an inexpensive scanner that can produce 
images suitable for use in an Informal newsletter— or maybe 
somewhat better than that. If you really know how to use It. 

The next level of scanners have a resolution of 300 dpi 
and cost quite a bit more; their software makes it easy to 
capture an image as a PostScript file. Most scanners give 
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you a choice of file types for saving an image — ^as TIFF, 

PICT or even paint files. 

Once a scanner has captured the image, you can use various 
programs — ^usually software that comes with the scanner— to 
play with it One unbundled program that does a great job 
with halftones is Silicon Beach's Digital Darkroom. 

Everything else being equal, the quality of a halftone 
depends on how many lines per inch it breaks the picture 
into. The higher the number of lines, the better the photo- 
graph looks. The coarsest screen in general use is 65 lines 
per inch, newspapers typically use an 85-Iine screen and 
magazines a 120-line screen. The finest screen in general 
use is 150 lines per inch. 

Laser printers and Imagesetters each have a default 
screen frequency that the manufacturer has picked to 
produce the best output on that particular device. On a 
300-dpi printer like the LaserWriter, it's usually 60 lines 
per inch (Ipi); on the Unotronlc 1 00, 90 Ipi; on the Llnotronic 
300, 1 20 ipi. You can vary this frequency somewhat (using 
simple PostScript programming), but if you go too far from 
the default, the results may not look veiy good. 

The LaserWriter's resolution of 60 Ipi is just below the 
usual minimum standard for halftones, and you can't expect 
an image printed at that resolution to look like the ones in 
magazines and books. But the quality is good enough for 
some purposes. 

4 saving a PostScript file 

You can turn any Mac document into a PostScript text file ^ 
that can then be printed on any PostScript device without 
any need for the application that originally created the docu- ^ / 

ment. To do that, open the document and choose Print from powir user* 
the File menu. Click the OK button and immediately {you have 
not much more than a second here) press (f] . 

You'll get a dialog box that says Creating PostScript Hie. 

(If you don't, you didn't get to the key fast enough and 
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you'll be printing the file instead. 'Hy again and instead of 
clicking the OK button with the mouse use the I Return | key so 
you can get to [0 more quickly.) 

The file is saved to the disk as a text file that contains ail 
the PostScript commands needed to recreate the docu- 
ment. it can be opened (and altered, if you know what 
you're doing) in any word processor. 

Be aware that the phrase printed on any PostScript de- 
vice in the first sentence doesn't mean that you can open 
the document and then print it. if you do, you'll just get the 
text listing of all the PostScript commands, A PostScript 
file, to be printed as such, has to be downloaded to a 
printer the same way fonts are. 




!from tfU ‘WelTaint dip art coUtctim. 
Copyright© 1988S9 By'Duht-CtickjSaflwan Inc. 

Jid rights reserved. 
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Protecting yourself 

4 screen filters and radiation shields (m 

There's some evidence that working at a computer 
monitor may have deieterious heaith effects. For exampie, 
a iarge-scaie study in Caiifomia found a doubling of mis- 
carriage rates among women who worked more than 20 
hours a week at computer screens. This may not be due to 
the equipment itseif, however; stress is generaiiy higher 
among computer users than other types of office workers 
(probabiy because most of them don't have Macs), 

According to James Sheedy of the UC Berkeiey optom- 
etry schooi, working regulariy at a computer screen can 
acceierate presbyopia, the inabiiity to focus at varying dis- 
tances that usualiy hits peopie in their forties, (That's 
definitely been my personal experience, but since i started 
using computers heavily just as 1 was turning 40, I can't 
really tease apart the two causes.) 

Other research has indicated that certain low-frequency 
radiation may have harmful health effects (see the next 
entry). In view of all this, it certainly can't hurt to cut down 
radiation coming from computers, so here's a bit of infor- 
mation on filters that screen out at least some of it: 

There are two basic kinds of screen filters — glass and 
wire mesh. Wire mesh filters, like the ones made by rioRad, 
do a good job of screening out certain kinds of radiation, 
but I find them really hard to see through (it's like looking 
through finely woven cloth). For me, the strain of trying to 
focus through the mesh more than offsets any possible 
radiation-blocking benefit. 

Many companies sell glass filters, including Kensington 
and Computer Covers Unlimited. Whichever type of screen 
you get, make sure it's grounded. Filters vary enormously 
in how easy or hard they are to ground. The best system 
has a three-pronged plug you stick into a wall socket (only 
the grounding prong is active, of course); the other end of 
the wire connects easily to the filter. 
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A Radiation comes in many frequency ranges, so it's easy 
for competing companies to ciaim superiority for their fii- 
JTiereiy by restricting the scope of their comparisons 
warning (or by cmphasizing different aspects of them). 




very good 
feature 



This is a complex subject, and unless you really want to 
spend some time learning about it, you need to rely on 
someone else's expertise. The person I rely on is Mike 
Skaar of Ergonomic Computer Products in San Francisco, 
fie sells excellent products at good prices and is extremely 
well informed. His customer service is great too. 



By the way, many people buy screen filters to cut down 
on glare (that is, reflections). This is not a good approach. 
What you need to do Instead is set up the place where you 
work so as to eliminate reflections (for details on how to do 
that, see the last section of Chapter 2). 



it ELF and VLF (Byron Brown) 

A study published in the American Joumai of Epidemiol- 
ogy \n 1979 indicated that children living near electric distri- 
bution lines have an Increased incidence of cancer. A second 
study, published In 1986 by the Hew York State Department 
of Health, and a third study from Sweden, confirmed these 
results. The culprit seems to be sustained exposure to the 
ELF (extremely low frequency) electric and magnetic field 
created by the power line's 60Hz alternating current. 

In 1 982, a study in Canada discovered that the vertical 
scan rate of computer monitors also generates an ELF field 
of 60-75HZ. in addition, the monitor's horizontal scan rate 
generates radiation in the 10-30kHz range (i.e., 10,000- 
30,000Hz). This is called VLF (for very low frequency); it's 
easier to block with a screen filter than ELF, but there's a 
lot less of it and it seems to be less significant in creating 
the harmful magnetic field. 

During the past five years, animal studies in California, 
Spain and Sweden have all confirmed the cancer-enhancing 
effects of sustained exposure to ELF, One theory is that cells 
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become entrained to the particular pulse rate of the radiation, 
and that this unnatural rhythm then dlsmpts the normal acti- 
vation of enzymes and cellular immune responses. 



Macworld published an excellent in-depth article on ra- 
diation from computers in its July, 1990 issue, which in- 
cluded its own tests of ELF emitted from ten Mac monitors. 
Apple's popular 13" High-Resolution color monitor came 
out the worst. On ail the monitors, the greatest amount of 
radiation was in the back and on the sides, which can 
particularly be a problem in crowded offices. 




important 

warning 



The strength of ELF radiation drops off rapidly as you 
move away from the monitor, but since there's no way yet 
to screen out ELF, no one should sit closer than four feet 
from the sides or back of a monitor, or 28' (roughly arm's 
length) from the front of the screen. 



Unfortunately, Apple didn't show any concern about this 
potential risk until January, 1990, and even then took a 
very conservative stance, claiming that there's still no evi- 
dence to indicate any risk. I'd like to see them Include a 
notice with each computer, warning pregnant women 
against sustained exposure and recommending safe working 
distances for all users. 




things 
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Protecting your Mac 



# lightning only has to strike once (c.j. weigand) 



A surge suppressor is a good way to protect your com- 
puter from sudden variations in electrical current, and ev- 
ery Mac (and major peripheral, like a disk drive or a printer) 
should be on one. But don't rely on it during a thunderstorm. 
Lightning can arc across open contacts and do extensive 
damage to your equipment. 

So if it's thunderstorm season where you live, get in the 
habit of pulling the plug out of the wall whenever you shut 
down your system for any length of time. That's the only 
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way to make sure It's safe. If you have a modem connected 
to your Mac, also unplug the Incoming telephone line or 
disconnect the cable. Your computer can be zapped just 
as easily by lightning striking your telephone line. 



4 MacGard (LanyPina) 




important 

warning 
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feature 



In the middle of a diy New England winter. Just walking 
across the room can build up a terrific static charge, espe- 
cially around synthetic fabrics, rubber-soled shoes and wall- 
to-wall carpeting. Under these conditions, touching anything 
connected to an electrical ground results in a painful shock. 
Sometimes it's so bad, it triggers an Instant lockup. 

One solution is to use a $90 surge suppressor called 
MacQard. Besides superior surge protection (in lab tests I 
ran, it outperformed several units costing twice as much), 
it has an integral static-draining touch pad. When you tap it, 
you hear the same crackling noise that's normally associated 
with a painful shock but the discharge is much slower and 
completely painless. You can then touch your Mac safely. 




very good 
feature 



4 coveting the Mac (An) 

To paraphrase an old saying, dust never sleeps, and the 
more of it that gets into your Mac, the worse off you are. 
Many people sell covers for the Mac, but the ones we like 
best are the Nycov brand, sold by Computer Covers Unlim- 
ited. They come in several colors, are attractive and well 
made, and are available for various models of the Mac, its 
peripherals, the keyboard and even the mouse. Best of all, 
they're made of high-quality, antlnStatic, rip^top nylon, instead 
of vinyl with its nauseating, carcinogenic fumes. 

Computer Covers Unlimited also makes The Keyboard 
Protector — a precisely molded piece of soft, flexible, rela- 
tively odorless, transparent plastic with little pockets for 
each key (there are models for many different keyboards). 
Unlike a dust cover, you leave The Keyboard Protector on 
while you work (always, in fact). It interferes with the feel of 
the keys less than 1 thought It would, but for my taste, it's 
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still a bit too much like wearing a raincoat while taking a 
shower (to use the old analogy). 

Still, it's a nice idea. Over the years, I've spilled many 
glasses of water near my keyboard (but somehow never 
directly on it). I now keep anything containing a liquid a 
good couple of feet away from my keyboard — a simple ap- 
proach, but not foolproof (since my mouth is right over the 
keyboard). The Keyboard Protector is foolproof, and it pro- 
tects against dust, staples and ashes as well as against spills. 

# AppIeCare (An) 

Apple's extended service contracts, which go under the name 
of AppIeCare, provide the same coverage you get during the 
initial warranty period (free parts and labor for whatever goes 
wrong— unless, of course, you drop your Mac out a window, 
open its case or do something else Apple doesn't approve oO. 

AppIeCare isn't cheap, and it's not as essential as it was 
back in the days of the power supply that blew more fre- 
quently than Old Faithful, so whether or not you get it 
basically depends on your temperament and your finances. 
If you're a cautious type and/or can't afford a big, unex- 
pected repair bill, get it; if you're a gambler and/or can 
absorb that big bill in the unlikely event it comes along, 
save your money. (Since there's profit built into AppIeCare, 
the financial odds are in your favor if you don't buy it. But 
that's usually less important than peace of mind.) 

4 the best way to ship a Mac (Faui Blood) 

The best box to ship a Mac in is the one Apple shipped 
it to you in — except for one thing; it lets everyone know 
that a valuable computer Is inside. The solution? Pull the 
box apart, then reassemble it inside out. All the same 
styrofoam packing materials will fit. 

4 the Ergotron Muzzle (An) 

What with viruses running rampant, leaving a Mac unat- 
tended in an office or other public place can be an Invitation 
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to disaster. Ergotron has the answer. Called The Muzzle, it's a 
piece of metal that covers the floppy drive slot, thus prevent- 
ing anyone from putting software on your hard disk without 
your knowledge. There's even a model that prevents the Mac 
from being turned on. 

4 add-on fans (An/oc/rom swain) 

All Macs since the SE have fans, so this entiy only applies 
to Pluses and earlier models. (For a tip on how to quiet the loud 
fan in early SE's, see quieting the original SE in Chapter 2.) 

Fanless Macs are cooled by convection — the basic prin- 
ciple of which is that hot air rises. The designers of the 
fanless Macs put hot components like the power supply 
near the vents on the top of the case, where they create an 
upward flow of air that cools things below. 

According to Apple, fanless Macs can maintain an internal 
temperature no higher than 1 5° C (27° F) above the room 
temperature. While a 15° C difference is within Apple's 
guidelines and normally won't present a problem, the cooler 
a computer runs, the better (within reason). 

Heat is a problem In a computer for two main reasons. 
First, cool chips last longer. For example, a chip that's fated to 
die after one year of operation at 1 70° F will last two at 80° F. 

Second, the heat that's generated can warm and there- 
fore expand floppy disks in the internal drive. If a file is 
written to the disk in this condition — ^say on a hot summer 
afternoon after your machine has been on for several 
hours — it can disappear the next morning when you turn 
your machine on. The disk drive will be searching for a 
track that moved a little during the night as the disk cooled. 
(If this happens to you, the file can most likely be recovered 
by letting the machine — and therefore the disk — warm up 
for a few hours and then trying to reread it.) 

Here's a simple test of the temperature inside your Mac: 
Leave the machine on for at least an hour with a disk in the 
internal drive and then eject it. Immediately hold the top 
side of the disk's shutter mechanism (the sliding metal 
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piece) to your face. The warmth (or lack thereoO will give 
you a benchmark against which to gauge the effectiveness 
of any subsequent cooling strategy. 



So — a fan certainly isn't going to hurt the performance 
of any fanless Mac, and if yours has third-party additions 
(memory expansion upgrades and/or internal hard disks), 
a fan may well be a necessity, Unfortunately, fans have 
their own set of problems. 

If they draw power from the Mac's power supply (as 
most of them do), then you're asking for more work out of 
a component which, in the early Mac Pluses, had a pretty 
poor track record. 



Many people And the noise from a fan much more an- 
noying over hundreds or thousands of hours in a quiet 
home or office than they thought they would when listen- 
ing to it for a few minutes in a noisy computer store. So if 
you decide to get a fan, spend some time listening to it first 
and make sure you have the right to return it. 

Some fans for the Mac are external; they mount on top 
of the case and boost the Mac's normal convective cool- 
ing. Because they're relatively powerful, they also draw 
dust, dirt and smoke particles into the Mac, You open the 
case after six months and it looks like the lint sock on a 
diyer vent. This isn't great for disk drives. 

So use external fans with caution if you're a smoker or 
work in a relatively dusty environment. (External fans also 
tend to be the noisiest.) 

You should definitely avoid any external fan that draws 
air in and forces it downward into the Mac's case. Since the 
power supply is the major source of heat in the Mac, and 
it's near the top, these fans actually blow hot air down onto 
the delicate (and expensive) motherboard. 

Internal fans usually cost less than external ones. There 
are three basic kinds — rotary (blades twirling around), piezo- 
electric (two thin plastic flaps that vibrate back and forth) and 
squirrel-cage (a spinning cylinder with slots and fins on it). 
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Squirrel cages are junk; avoid them at any cost. Internal 
rotary fans are less noisy than external fans and piezoelectric 
fans are quieter still, making only a slight, dull hum. They're 
powerful enough to cool the circuit boards, but it's not 
clear how much they cool the disk drive. 

Dale installed a 2MB memory upgrade in a Mac Plus, 
Since the clip-on daughter board mounted directly over the 
motherboard, he was skeptical that the little piezoelectric 
fan provided would be adequate. But after using the up- 
graded system for about five hours, the top of the unit was 
barely warm to the touch, dramatically cooler than a fanless 
Mac, This made him a piezoelectric fan fan, (Sony.) 




trivia 



4 MacChittwey, R.I.P. (aid 



In my opinion, the ideal solution for cooling a fanless 
Mac was the MacChimney, invented by Tom Swain. It made 
the Mac look a little strange — ^sort of like the 'Tin Woodman 
in The Wizard of Oz — but that gave it a certain charm: 



Basically, the MacChimney worked the 
same way as a fireplace chimney. Cool 
air entered the Mac through the vents at 
the bottom and got heated by the elec- 
tronics and the power supply. As it en- 
tered the MacChimney, it acted as a 
buoyant mass and sucked about 60% 
more air through the bottom vents 
than if the MacChimney weren't there. 



The MacChimney was primarily 
suited for people who tended to keep 
their Mac in one place, preferred 
to leave it on much of the Ume 
and were sensitive to sound 
(since MacChimney was, of 
course, totally silent). Unfortu- 
nately, it never sold very well, 
and Tom, who has moved on to fresh fields and pastures 
new, stopped making it. 
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I'm holding onto all three of my MacChimneys; I'm sure 
they're going to be worth a fortune someday, as early 
Macintosh memorabilia. 



CD-ROMs 



# CD~ROM players (an) 

CD-ROMs are a particular kind of compact disk. Depend- 
ing on how they're formatted, they can hold about 550- 
600 megabytes, which is equivalent to more than seven 
hundred BOOK disks and well over a quarter of a million 
typewritten pages. 

There's just this one little problem — CD-ROMs are slow. 
Because of that (and perhaps for some other reasons as 
well), they haven't really taken off yet. Still, a lot of useful 
information now comes on CD-ROMs, and you'll find re- 
views of various specific CD-ROMs throughout the book 
(for example, some clip-art CD-ROMs are reviewed in the 
graphics chapter). 



Several manufacturers make CD-ROM players; Apple's 
is called the AppleCD SC, because it connects over the 
SCSI port (why there's no space between Apple and CD I'm 
not sure, but that's how the name is spelled). 

4 prolonging the life of CD-ROMs (cj. weigand) 



Although CDs are ballyhooed as being indestructible, 
don't believe it. The thin plastic coating can be easily 
scratched and that can cause data to drop out during the 
read cycle. Dirt can do the same thing, as can warping of 
the disk caused by excessive heat. 




important 

warning 



So keep your CDs out of direct sunlight, away from heat 
and in their protective cases when you're not using them. 
It's bad enough to ruin a $ 1 2 music CD, but it's a lot worse 
to ruin a CD-ROM that cost you $200. 



272 



Ufit Macintosh nMrd ‘Edition 



4 CD-ROMs under MultiFinder 

If you use a CD-ROM player and MultiFinder, you'll prob- 
ably have to Increase the Finder's memory allocation so it 
can handle all the CD's desktop windows. (There's more 
info on this in Chapter 6.) 

4 CD-ROMs on AppleShare networks 

very b^ If you have a CD-ROM player on an AppleShare network 

and want the Macs on the network to be able to access 
different CDs (a dictionary, say, and then maybe some 
clip art), too bad. The CD-ROM in the CD-ROM player gets 
installed as a volume when you start up, and you can't 
change volumes in AppleShare without closing down the 
whole network. If you want your workstations to access 
multiple CD-ROMs, you need multiple CD-ROM players on 
the network. 




Scanners and other digitizers 

4 scanners (An) 

Scanners are devices that convert images to digital form 
so they can be stored and manipulated by computers. 
Scanners vary in terms of how many bits per pixel they can 
store; those that store more than two bits per pUel can 
capture gray tones and are thus called gray-scaie scanners. 
Some gray-scale scanners have as many as 256 bits per 
pbcel. This can give you really high-quality pictures, including 
ones in color, but also costs a bundle. 

Black-and-white (non-gray-scale) scanners can't produce 
pictures of book or magazine quality, but they're good 
enough for Informal uses like newsletters and presentations. 
One of the least expensive black-and-white scanners is 
ThunderScan ($250 list). It attaches to an ImageWriter 
printer and can only scan loose sheets of paper. 
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There are a bunch of faster and more powerful 300-dpi 
scanners like Apple's (which is simply called the Apple 
Scanner); they tend to cost $ 1000 and up. 

fk camera-based digitizers (dc) 

Inexpensive black-and-white video cameras with high- 
quality tenses will provide much better images on camera- 
based digitizers like MacVision than the more expensive bargain 
color cameras. 

When using a camera-based digitizer, you can give the 
image dramatic depth by angling the object slightly. Be 
careful, though— just a little is enough. 

4 ThunderScan output on the LaserWriter (dc) 

Since the ThunderScan digitizer reads a picture on the 
ImageWriter, printouts on the LaserWriter often look no 
better than a MacPaint document at 72 dots per inch. But 
there's a way around this. Scan the image at 400%, then 
print it at 25%, 'That will give your image a resolution of 
288 dpi. 

But be prepared to wait a while. Scanning a whole page 
at 400% takes over an hour. 

# avoiding stair-stepping on the ThunderScan (dc) 

One way to improve the quality of a ThunderScan image 
is to make sure you insert the original into the ImageWriter 
as straight as possible. If it contains horizontal lines, try to 
align them with the roller shaft. You can test the alignment 
quite easily — if the horizontal lines in the digitized image 
are slightly "stair-stepped," the alignment is off. 

4 vertical lines on the ThunderScan (dc) 

If the image you are digitizing with ThunderScan contains 
lots of vertical lines, put it in the ImageWriter sideways (but 
see the previous entiy about aligning it precisely). You can 
then use MacPaint's Rotate command to properly orient 
the digitized image. 
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Miscellaneous hardware and 
accessories 

4 accelerators (LanyFtna) 

As pointed out in the enby called upgrading your Mac in 
Chapter 2, one way to upgrade a Mac is to install an accelerator 
card in it. This gives you a more powerful processor chip and/ 
or a faster clock rate (and sometimes extra memory as well). 

The increased speed an accelerator card provides is 
especially important when you plan to use an external 
monitor. As the size of a screen increases, so does the 
time it takes to redraw it. Most monitors have extra memory 
on their video cards to take care of this problem, but even 
so, an accelerator board usually speeds things up. 

Some accelerators have sockets for math coprocessor 
chips. These won't do much for you unless you work with 
complex formulas and large spreadsheets. If you're not 
absolutely sure that you need a math coprocessor, it gen- 
erally means you don't. 

Accelerators come in all shapes and sizes, and they're 
available for every model of the Mac from the 51 2K on up. 
Some of the older accelerators, like Levco's Monster Mac, 
use a special kind of daughter board. Others designed for 
the Macintosh SE and the Macintosh II are properly referred 
to as cards because they plug into expansion slots. (For 
more on this, and for other information that's relevant to 
accelerator cards, see the entiy called memory upgrade 
basics in Chapter 3.) 

4 accelerators and Interleave ratios 

As discussed in Chapter 3, different models of the Mac 
— — , need different interleave ratios in order to access their hard 

hil? disks as quickly as possible. If you boost your Mac's perfor- 
mance with an accelerator, ask the manufacturer what in- 
terleave ratio you should use, to take advantage of your 
souped-up Mac's new speed. 
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<1 the Z88 (AN) 

About the size of an 8-1/2 x 11" sheet of paper, less 
than an Inch thick, and weighing just 2-1/4 pounds with its 
four AA batteries Installed, the Scottish-made Z88 is the 
ultimate laptop computer. (There are smaller ones, but 
they don't have a full-sized keyboard.) You can even get It 
with a nifty hardware-and-software package that makes It 
easy to load your files onto a Mac. And all this usually costs 
about $700 — much less than most laptops. 

So, what's wrong with the Z88? Well, a number of things. 
The basic software that comes built into it, called PipeDream, 
attempts to Integrate a spreadsheet and a word processor. 
This makes veiy weird things happen when you hit the [Tab] 
key, and creates a number of other problems as well, none 
of which are very clearly explained in the documentation. 

You can buy an add-on cartridge for the Z88 that contains 
a combination word processor and spelling checker called 
Spell-Master (I guess over in England they don't know about 
InterCapplng and still use the old-fashioned hyphen). This 
will add about $ 1 00 to your cost, and Spell-Master, although 
better than PipeDream, is a fairly primitive program of the 
kind you'd expect to come bundled with the computer in 
the first place. 

Whichever program you use on the Z88, you're going to 
have to remember a great number of arcane, PC-like com- 
mands — ^and that, after all, is what we turned to the Mac to 
escape. 

Although the Z88's keyboard Is full-sized and has a nice 
feel, the screen only holds eight lines of text. The screen 
could also be easier to read (although it's not terrible). 

You can hook a printer up to the Z88. The tiny Dlconlx, 
described in Chapter 4, is perfect for this purpose, but the 
version that runs off a Mac won't run off a Z88. You're 
better off getting a generic Dlconlx and finding third-party 
printer drivers for both the Mac and the Z88. 
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A The main vendor of the Z88 in this country is a company 
called Cambridge north America. We've had a number of 
complaints about their support and service. You can also 

Important ^ ^ 

warning get Z88's from somc computcr stores; Microworld in Ber- 
keley is an example. 

If you want a very light and portable laptop, the Z88 is 
worth considering. But remember, what you'll be slipping 
into your briefcase or backpack is nothing like a Mac. 

4 MacRecorder (ah) 

Steve Michel thinks this dandy sound-capturing hard- 
ware-and-soflware package is the greatest thing since sliced 
bread. (Actually, he thinks it's even better than sliced bread, 
which he really doesn't like all that much.) 

Made by Tarallon Computing and sold for $250 list, 
MacRecorder lets you capture any sound (at 22,000 samples 
per second), mix it and add spedal effects. Once you have the 
sound the way you want it, you can use it as a replacement for 
normal Mac beeps (so your Mac will talk — or sing — to you), in 
many music and sound programs and in HyperCard stacks. 

The hardware works very well and the software is generally 
slick and easy to use. But be aware that digitized sound takes 
up a lot of room in RAM or on a disk. 

4 use a mouse pad 

Invest a few dollars in a mouse pad to give the proper 
traction to the mouse roller — ^you won't regret it. The pad — 
usually about eight by ten inches and available in a range 
of colors and designs — also serves to stake out a reserved 
area of your desk for mouse movements. 

4 don't use a mouse pad (an) 

I have three problems with mouse pads. One is that they 
should be unnecessary — the mouse should be designed so 
that any smooth desk surface will work fine. I use mine on a 
regular plastic laminate (Formica) desktop and usually have 
no problems with it When I feel like I'm not getting enough 
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friction, I simply use Dale's cheap mouse pad (see the next 
entry for more on this brilliant approach). 

The second reason I don't like mouse pads is that they 
restrict how far you can move the mouse. I'm always run- 
ning off the edges of them, which is annoying. 

The third — and by far the most important — problem with a 

mouse pads is the dreadful chemical stench almost all of / 1\ 
them put out when new. I just don't understand how people ^por^ t 
can buy things that smell like Bhopal on a windy afternoon, warning 
And it's not as if the smell is just unpleasant — it's almost 
certainly carcinogenic too. That's not some hysterical 
comment: vinyl fumes are known to cause cancer, as do 
many other plastic and rubber fumes. 

If you do buy a mouse pad, at least leave it outside in 
the sun until it stops smelling. You're playing with your 
health if you don't, 

il Dale's cheap mouse pad (dc) 

My favorite mouse pad is a sheet of paper inside a good- 
quality spiral-bound notebook. It sells for a fraction of the 
cost of a commercial mouse pad and, unlike them, it doesn't 
attract dust and cat hairs. (My mouse pad doesn 't attract dust 
or cat hairs, and there's plenty of both in my house. — SZA) 

Best of all, when you want a new pad, all you have to do 
is turn the page, (You probably pick up fibers from paper, 
which is bad for the mouse. And with mouse pads around 
$5, a pad of good paper that won't shred is not "a fraction 
of the cost. "SZA) 

If you already have a commercial mouse pad, you can 
prolong its life by covering its surface with a piece of heavy 
paper cut to size and attached with double-sided tape. 

(Prolong its life? If you cover it, you're not using it — it has no 
life. The main reason for a mouse pad is the texture of the 
surface. This is like covering your sofa with vinyl to protect 
the upholstery, rio, it's like putting bumpers on cars to pro- 
tect the fenders, then bumper guards to protect the bumpers. 

I suppose bumper guard protectors are next. — SZA) 
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4 stands for Mac H's, fix's and fx's (rred reny) 

Kensington makes an aluminum floor stand for the Mac 
11, llx and fx that lets you stand It vertically next to your 
desk. It provides a stable support for the 11 and puts it 
about 2" above the floor, but It Ignores the Mac 11 owner's 
manual warning to "keep your computer main unit flat, 
sitting on Its rubber feet Standing it on edge defeats the 
cooling design and is likely to make your computer over- 
heat." Apple technical support confirms this warning but 
Kensington (not surprisingly) claims that the stand provides 
enough clearance for convective cooling. 

If you do use the stand, put the Mac 11 on It with the right 
side down. The power supply is on the left and If you put 
that side on the bottom, all of the heat from it will flow up 
over the motherboard and the chips. Unfortunately, putting 
the right side down places the floppy disk drive(s) near the 
floor and also deprives you of access to the programmer's 
switch (if you have it installed). 

4 cables (An) 

For some reason I'm not clear on, many sources for 
Macintosh cables are flakes. A couple that aren't are 
Kensington and Monster Cable, The latter's MacCable line 
is extensive, and if they don't have what you want, they'll 
make It for you. 

4 spaghetti control (An) 

Computer Cord Keeper (from Computer Covers Unlim- 
ited) is one of those simple ideas that makes you say, "Why 
didn't anyone ever think of that before?" It's a plastic tube 
about an inch in diameter with a slit down it (two come in 
a package). Tuck all the power cords from various pieces 
of equipment into the tube (or tubes) and you've cut down 
on some of the spaghetti behind your desk. (I said it was a 
simple Idea.) 
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4 basic terms (sza/am) 

If any of the terms or concepts in this chapter are unfamil- 
iar to you, you can either look them up in the glossary or go 
back and read the Guide for beginners section of Chapter 1 . 
Meanwhile, here's a review of a few of the most basic terms: 

A file is a collection of information on a disk, usually 
represented by an icon on the desktop. Although the infor- 
mation in a file is normally cohesive — that is, about one 
thing — it doesn't actually have to be; what makes it a flie is 
simply that It's lumped together and called by one name. 

There are two types of files — programs, which are In- 
structions telling the computer what to do, and documents, 
which are collections of data you create and modify with 
programs — letters, drawings and mailing lists, for example. 
(On other computers than the Mac, documents are usually 
called data flies). 

There are several different kinds of programs: applica- 
tions, which are devoted to relatively large, complicated 
tasks like word processing; utilities, which perform sup- 
port tasks, like searching for a specific file on a disk or 
counting all the words in a document; system software. 
which controls the basic operations of the computer; games; 
etc. But there's a tendency among Mac users to call all 
programs applications, regardless of their type. 



Tips on menus 

4 Indicators In menus 

Back in the earlier days of the Mac (1984-85), menus 
were pretty simple — for example, they were never longer 
than the screen. Then the scrolling menu was bom, and 
the hierarchical menu, so that now some menu commands 
are mere gateways to submenus (and sub-submenus). 

"There are four indicators you'll find in today's menus; they 
let you know what to expect when you choose a menu item. 
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The first is the ellipsis (...); when it follows a menu command, 
that means the program can't follow the command without 
further information and there's a dialog box on the way. (The 
Open..., Save... and Print... commands are examples.) 



A down-pointing triangle at the bottom of a menu means 
there are more commands than can be displayed on the 
screen at one time. (You'll find this indicator almost exclu- 
sively in the # menu, when you have lots of desk accesso- 
ries, and in font menus.) When you get to the bottom of the 
menu and it starts scrolling, an up-pointing triangle appears 
at the top to remind you that additional items are up there 
out of sight: 



Font 



nthens 

Ruant Garde 

Balloon 

Benguiat 

BibleKeys 

Cheltenham 

Bookmai^^^^^^^ 

Cairo ' 

Chicago 

Courier 

Failingwater 

Geneua 

Hacker 

Helvetica 

Helvetica Narrow 

Images 

Jott 

JottLight 



Font 



Cheltenham 

Bookman 

Borderlines 

Cairo 

Chicago 

Courier 

Fallingwater 

Geneva 

Hacker 

Helvetica 

Helvetica Narrow 

Images 

Jott 

JottLight 

JottQuick 

JottQuickLight 

Korinna 




When a menu item is followed by a right-facing triangle, 
it's not a command — it's the name of a submenu: 



Tent 



style V 

Justify V 

Spacing V 



I Style 



1 Justify 


■is/Left 


Spacing 


►1 Center 
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The fourth indicator is the checkmark you sometimes 
see in front of a menu command, like the one in front of 
Left in the illustration at the bottom of the previous page. 
This means the item is currently active or in effect. (See 
toggles in menus on page 287.) 

fl escaping from menus (szA/m 

Once a menu's open, you don't have to slide the pointer 
back up to the top to get out without selecting anything; just 
slide the pointer off the menu anywhere onto the screen and 
let go of the mouse button. (This goes for submenus, too.) 

Escaping tear-off menus is quite a bit harder. You can't 
just slide the pointer off the menu sideways, because that's 
what tears it off and lets you position it, permanently open, 
anywhere you want on the screen. You can always escape 
back out the top, of course — and, unless there's a down- 
ward-pointing triangle at the bottom of the menu, you can 
also go out there too. On HyperCard menus, there's a third 
way to avoid tearing the menu off— slide out the side while 
moving at an upward angle. 

(If you manage to tear the menu off anyway, by mistake, 
it's no big deal— just click on its close box to put it away.) 

# keyboard equivalents and modifier keys 

Sometimes a menu command is followed by a symbol 
(or symbols) and a letter. That's the keyboard equivalent of 
the command — it lets you execute the command without 
using the menu itself. Most menu commands use simply 
the key along with the first letter of the command name, 

like this: 



File 



Neiu... 36N 

Open... 960 

Saue 96S 

Print... 86P 

Quit 96Q 
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Although the letters In keyboard equivalents are shown 
as uppercase, that's just because that's how they appear 
on the keyboard; you don't have to hold down the [shift] key 
to use them. (We follow that convention In this book too. 
When we say [ 38 IaI . we mean [ 8e fa j ; If we want you to hold 
down the I shift I key, we say so: [Shiftl 38 |a| .) 



Sometimes all the letters of the alphabet aren't enough — 
especially when you want to find a keyboard equivalent 
that has something to do with the name of the command. 
So other modifier keys are now used with (3 to extend the 
power of the keyboard. The most common is I Shift I , which 
even acts as a modifier key on a typewriter (by converting 
lowercase letters to capitals). The other two modifier keys 
commonly used on the Mac are I option I and Ictnl . 

Many of these extended keyboard equivalents aren't 
listed in menus, but when they are, each modifier key has 
its own symbol: 



Control 



O I Shiftl I Option I 



Here's what they look like in a menu: 



Do 



Do this 96*^ D 
Do that '‘§60 T 



There are other symbols you'll sometimes find in 
menus — not for modifier keys, but for keys that, like the 
letters and numbers, take modifiers, Here's a guide to them: 





Space) 


41 


Tab 


^ Return 


1 


vs? 


Enter) 




<E\ 


Delete) 


E> O 




^ 1 


|E^ 




liliil Keypad 


Clear] 


1 4- El 




4 Q 


■f E 


1 
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The @ symbol is used to indicate the numeric keypad — 
that's the difference between r^TTI and ®@T). Since 
there's no symbol for the I clear I key, which is on the key- 
pad, It's referred to as, in effect, keypad esc. The forward 
delete key ( \a >] ) is only found on extended keyboards; it's 
in the cluster that includes the help and home keys. 

Here's what some of these symbols look like in a menu. 
(The iliustration aiso shows what a function key ( |fs | ) iooks 
like in a menu — there's no speciai symboi for it.) 



Sample Menu 


Plain Tent 




Moue up 




Erase Newt lUord 


di!S> 


8h Magnification 


F8 



4 remembering keyboard equivalents 

The basic, Mac-standard keyboard equivalents are: 



File Menu 




Edit Menu 


New 




Undo 


(selzl 


Open 


(ITTol 


Cut 


riiTxl 


Save 


(3§Is) 


Copy 




Print 


(1§7p1 


Paste 


®0 


Quit 


laelol 


Clear 


CiTI] 



Although these are supposed to be standard, I've seen 
most of them used for something else in one program or 
another. (To some extent, this Is Justifiable, because the 
standards weren't chosen very thoughtfully. Tor example, 
how often do you need to open a new document? / cus- 
tomize all my programs so that fWlTJ] stands for Plain text, 
a command I use about a hundred times more often than 
Hew document. — ATI) The only standard keyboard equiva- 
lents that really seem to be sacred are [ ae |z| , [ ae lx| , 1 3S |c| 
and fWT^ . 
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Apple's original guidelines called for fWTPl to stand for 
Plain text rather than Print and you'll still see that some- 
times. Programs that use (~xTp 1 for Print use various sub- 
stitutes for Plain text. Word Introduced I Shift) ag I spacebar] for 
plain text and some applications copy that; i like it since 
the spacebar connotes for me nothing In the way of slyies. 
(Actually, in Word, this returns you to the default type style, 
not to plain text— AH) Works calls it normal text and takes 
away from the Hew command, which 1 find highly 
annoying. (And I find very sensible. — AH) 

The Edit menu commands are easy to remember— they're 
the first five keys on the bottom row of the keyboard, right 
above the key itself. Copy Is the only one that gets a 
letter that matches the command, but ! 36 |x| for Cut makes 
sense if you think of x'ing out (if you wanted to cut a iarge 
portion of text from a hard copy, for exampie, you'd draw 
a big X through it). 

Programs that have a keyboard equivalent for Clear 
usually use @[¥). This used to be easy to remember, be- 
cause It served the same function as the I Backspace) key — but 
the alliteration's been lost since the new keyboards have a 
[Delete] key instead. 

The keyboard equivalents In the programs you use often 
eventually bum themselves Into your neural pathways (un- 
less they contradict each other). While you're waiting for that 
to happen, look for clues as to why particular letters were 
chosen for particular commands. For example, you can't use 
1 86 Id for the Close command, because it's reserved for Copy. 
You might use I x |k| for the sound, or ) se ID because it's the 
second letter, or go to the second word and come up with 
1 36 )wl for close Window (this Is the most popular). 

If you can't figure out why the programmer used a cer- 
tain letter (sometimes It's only because there weren't many 
left to choose from), make up your own mnemonic for It, 
Don't worry about how zany it might seem to someone 
else, as long as it helps you remember. 
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4 toggles in menus 

Some menu items are tpgg/es— when they're off, choos- 
ing them turns them on, and when they're on, choosing them 
turns them off again. Often menu toggles get checkmarks 
when you choose them (and choosing them the next time 
removes the checkmark). Sometimes the command Itself 
changes back and forth — between Show Ruler and Hide 
Ruler, for example. 

4 using hierarchical menus 

The hierarchical menu is probably the single most el- 
egant extension of the original Mac interface — a nice way 
to group commands and keep them readily available. The 
Implementation is really elegant too. (I hate hierarchical 
menus — they're cumbersome and slow. But that's what 
makes horse races, — AH) 

To use a hierarchical menu, just pause briefly on any 
item that has a right-pointing triangle. The submenu doesn't 
pop out immediately — If it did, you'd have submenus 
popping out all over as you dragged through a menu to 
reach something at the bottom. 

Once the submenu appears, you don't have to drag over 
and down to the item you want— you can drag diagonally 
from where you are in the main menu to the spot you want 
in the submenu. (This only works if you drag at a fairly 
shallow angle — that is, one with a significant horizontal 
component. If you drag at too vertical an angle, the Mac 
will think you want to move down the main menu and will 
close the submenu. — Ali) 
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Here’s where some real design elegance is apparent. If 
you pause on a command till its submenu pops out and 
then drag the mouse very slowly to the next command, 
moving just a little to the right as you drag, the submenu 
stays popped for a few seconds— to give you time to get 
into it. Right, you figured that out already. 

But here's the really elegant part: if you drag straight 
down or up, or siightly to the left as you move down, the 
submenu disappears right away — it knows there's no reason 
to hang around if you're not moving towards it. 

Tips on icons, Gles and folders 

4 naming and renaming icons on the desktop 

When you create a new icon on the desktop — either a 
new folder with the fWTNl command or a copy of a docu- 
ment with the r^Tp] command — the new icon is automati- 
caily selected; to rename it. Just begin typing. 

If you rename an icon and change your mind while the 
icon is still selected, you can Just use the Undo command 
( fiTzl ) to revert to the original name. 

4 lowercasing file names (An) 

Since every inch of your screen counts, there's no sense 
in capitalizing an icon name except when necessary. Capital 
letters take up much more room than lowercase ones, and 
once you get used to the lowercase look (you can use the 
entry titles in this book for practice), filenames with gratu- 
itous caps look clunky and old-fashioned. 

fl filename restrictions (An/szA) 

A filename can be up to 31 characters in length — but 
keep in mind that most dialog boxes only show 22 char- 
acters. You can use Just about any symbol you want in the 
name of a Mac file, except for the colon ( : ), If you try to put 
a colon In, the Mac automatically turns it into a hyphen. 
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This Is because the Mac reserves the colon for pathnames, 
which show how to get to a file through all its folders. For 
example, the pathname for a file named Dictionaiy, nested 
inside a couple of folders on a hard disk called t1D20, might 
look like this: HD20:AppIIcatlons:Word;Dictionaiy. 

For tips on how to control where filenames appear In list 
boxes and when viewed by name In windows on the 
desktop, see the entries that begin with the one called 
keeping filenames at the top of lists In the next section. 



4 the list views (sza/m) 



In addition to letting you view files by Icon and by small 
icon, the Finder provides five kinds of list views: by name, 
by date, by size, by kind and by color. (Sometimes these 
are called text views, but we think list views Is the more 
descriptive term.) 
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In all of these list views, the columns appear In the jg 
same order from left to right — making It hard to tell which » - 

view you've chosen. But you don't have to pull down the 'h^ 
View menu to see what's checked— just look to see which 
column heading Is underlined. (This won't work for viewing 
by color, of course, but It will usually be obvious when 
you're doing that.) 
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# the best way to view files (An) 

View windows by name when they contain mostly fold- 
ers (so the names stay In the same place on the list and can 
be found easily) and by date when they contain mostly files 
(so the ones you worked on most recently will be at the top 
of the list). Viewing by Icon Is cute and Mac-llke, but Infinitely 
less efficient than viewing by name or by date. 

# long names 

When files are In a list view, the filenames are only given 
a certain amount of space. If a filename won't fit It's short- 
ened and a trailing ellipsis (...) indicates there's something 
missing. 

But if you click on the filename to highlight It it expands 
to its full length, even If that means overlapping the infor- 
mation in the next column. So if you have several flies with 
long names that all begin with the same words, you can 
distinguish them by clicking on them one after the other. 
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ft the unmodified date 

Sometimes just opening a document to look at it is 
enough to change the modified date that appears In list 
views in windows on the desktop and in the Qet Info box. 



chapter 6 — (Basic 9^ac software 



291 



So be aware that the file may not have been modified at all 
on that date. 

4 folder sizes and contents (sza/aii) 

List views show you the size of files, but not of folders. jg 
Opening a folder's window (and viewing Its contents by » 
icon or by small icon) only tells you how many items are in 
the first level of the folder. To find out how many K are in 
the folder, or how many Items are in folders within the 
folder, you need to use Qet Info. 

In the illustration below, we've selected a folder called 
PageMaker and opened it. The resulting window says there 
are five items in the folder. But when you select the 
PageMaker folder and Qet Info on it, the Qet Info window 
indicates eleven files. That's because one of the items in 
the PageMaker folder Is a folder with additional files In it. 
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notice that the Qet Info window says Hies, not items; 
unlike desktop windows, Qet Info doesn't count folders. 
So this PageMaker folder actually contains twelve items — 
four files that are loose and a folder (which the Qet Info 
window doesn't count) with seven additional files in it. 
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# urhen an empty folder Isn't 

Just because you have a folder on your desktop named 
Empty folder, that doesn't mean there's nothing in it. 
Whenever you create a new folder (with the aptly-named 
new Folder command). Its default name is Empty folder. 
Putting something In It doesn't change the name. 

(You think this isn't a tip? 1 used to get a lot of calls from 
beginners complaining about disappearing files. It took quite 
a while for me to realize just what was happening.) 

Apple should change the default name of new folders to 
something less misleading, like Untitled folder. 

4 replace folder contents, not folders 

If you drag a folder from one disk to another and the 
destination disk already has a folder on it with the same 
name, the contents of the folder you're dragging completely 
replace the contents of the existing folder. This can be a 
big problem if the original folder (on the destination disk) 
contained files that the replacement folder doesn't. 

To be safe, never replace a folder with a folder. Instead, 
work with folder contents. Open the folder you were going 
to drag, use C^TaI for Select All and drag all the Items into 
the folder on the destination disk.- If any of the files you 
drag have the same names as files already in the folder, 
you'll be asked if you want to replace them — but any ad- 
ditional files in the destination folder won't be touched, 

4 disk~tO‘disk copies 

If you drag the Icon of one disk on top of the icon of 
another disk of the same type (both 800K floppies, say), 
the contents of the dragged disk will replace the contents 
of dragged-upon disk, (Of course, you'll get a warning dia- 
log box before this happens — this Is the Mac.) 

If you drag the icon of a smaller disk onto a larger disk — 
a floppy onto a hard disk, say — ^you won't have to worry 
about replacing the contents of the hard disk. The contents 
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of the floppy will be placed on the hard disk in a folder 
that's given the floppy's name, 

4 dragging duplicates 

Dragging a file from one disk to another actually drags a 
copy of the file — the original Is left on the source disk. But 
when you drag a file from one folderto another on the same 
disk, the file moves from the first spot into the new folder. 

If you want to move a copy of a file to a different place 
on the same disk, hold | option | while you drag it; the original 
stays In place and a copy of It goes into the new spot (and 
with an identical name — not Copy of, as with the Duplicate 
command). 

4 locking files (sza/dc) 

To lock a File, select it on the desktop, choose Get Info 
from the File menu (or hit 1 8S 1 1 1 )and click in the Locked 
checkbox. To unlock It, just click in the checkbox again. 
Locked files can't be deleted or modifled from within an 
application, although you can use Save >ls to make an un- 
locked, editable copy. 

On the desktop, you can tell if a file is locked without 
opening the Get Info dialog box. Put the pointer over a 
selected icon's name — if the pointer remains an arrow, the 
File's locked (it normally changes to an I-beam so you can 
edit the File's name). 




4 shades of gray 

The way a disk's icon looks on the desktop tells you 
whether it's selected or not, whether It's window is open or 
closed, and whether it's In the disk drive or has been ejected; 
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4 Meeting floppy disks 

The best way to eject a disk is to drag it to the Trash can. 
I've heard people gasp the first time they see someone do 
this — it does seem that this wouid erase the disk, but in 
this case, the Trash metaphor isn't strictly adhered to. 

'These commands below q'ect a disk but leave its dimmed 
icon (or ghost) on the desktop (for what a disk's ghost looks 
like, see the two icons on the right in the figure above). 

fWTE] ejects the selected disk(s). This is the keyboard 
equivalent for the Eject command in the File 
menu 

[ 3g [Shift rn ejects the disk in the internal drive 

I §§ Ishinf^ ejeas the disk in the external drive 

I §e |Shift|o| ejects the disk in a second external drive 

Using the Eject button in an Open or Save As dialog box 
also ejects a disk and leaves its ghost on the desktop. 

If you don't want the ghost, use loptionl ae fil (this is 
equivalent to dragging the icon to the 'Trash). 'This only 
works with the keyboard command; holding I option I while 
choosing Eject from the File menu leaves the ghost. 
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4 disk ghosts 

Don't leave disk ghosts around on the desktop unless you're 
going to be reinserting the disk soon (the ghost will save you 
time, because you won't have to read the contents of the disk 
to create its windows all over again). Another reason to leave 
ghosts around is if you're comparing the contents of two or 
more floppies and only have one floppy drive. 

if neither of those situations applies, drag the ghost to 
the 'Trash. Aside from the clutter, ghosts take up memory. 

if the ejected disk had open windows, they'll be dimmed, 
too — but avoid the urge to be neat and close them before 
getting rid of the ghost, if you close a window, the Mac will 
demand that you insert the disk so the "change" can be 
recorded, if you just drag the ghost of the disk icon into the 
Trash, all its windows will disappear with it. 

Sometimes you'll drag a disk to the 'Trash and its ghost 
will remain on the desktop, or will bounce right back up to 
where it was. This means there's a file on the disk that's 
being used. If you know that you have no documents open 
on that disk, the culprit is usually a suitcase file that you've 
opened with Suitcase or Font/DA Juggler, 

Another tricky situation is when you're in MultiFinder 
and are tiying to eject a disk that contains a document that 
was opened at some point after the disk was inserted, but 
which now is closed. Sloppily programmed applications 
sometimes don't "release" a document when you close it, 
but only when you quit the application. To qject the disk, 
quit the application that created the document on it, then 
drag the disk icon to the 'Trash again. 



Tips on windows 

4 the zoom box (ah/sza) 

At the right end of the title bar on an active window, 
there's a small box with a smaller box Inside it. 'That's the 
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zoom box (the whole Icon, both boxes). Click on It and the 
window expands to fill the screen (or almost — see the next 
paragraph); click on It again and it resumes its former size 
and shape. 

Some programs don't actually expand the window to fill 
the entire screen. In the Finder, for example, a "fuir size 
window stops about an inch short of the right edge of the 
screen, so you can still see disk icons and the 'Trash. (You can 
make it larger by manually sizing It to cover the full screen.) 

More II lets you choose between two types of "full-size" 
windows; one is the size of the screen and the other leaves the 
right edge of the screen clear in case you're using MultlFlnder. 
Word always leaves the right edge of the screen clear. 

These options shouldn't be left to individual applica- 
tions, and the whole thing could be implemented better. 
On a laiige monitor, the whole-screen option Is almost always 
ridiculous, whether It goes all the way to the edge or not; it 
looks as if someone has suddenly opened a bedsheet in 
front of your screen. The size and shape of the larger win- 
dow should be user-ac^justable, in the Control Panel. 

fl moving inactive windows (dc/sza) 

It can be annoying to always have to select a window 
before moving it. To move an Inactive window (one that's 
not selected), just hold down while dragging it. (This is 
a handy trick to know if you want to shift a background 
window to see something but don't want to lose the active 
window on the top of the pile.) 

4 iocating buried windows 

If you have a lot of windows open on the desktop, some- 
times the one you want gets buried. If you c:an't see a 
folder's window but can see Its dimmed Icon, Just double- 
click on the icon to bring Its window to the top of the pile. 
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4 keeping Rtenames at the top of lists 

Filenames are alphabetized both when viewed by name jg 
on the desktop and in list boxes inside dialog boxes (Open, » - 
Save, etc.), if you know the basics of the Mac's alphabet- 
ization rules, you can force the flies you want (documents 
or folders) to the top of any list. 

Alphabetic characters are sorted just the way you'd ex- 
pect— and there's no difference between capital and lower- 
case letters. (So you can't have a file called file and one 
called file— one would replace the other.) 

numbers come before letters, so 9 is sorted before A. 
Punctuation marks and other symbols are sorted before, 
after or between the numbers and letters, according to 
their ASCII codes (there's a complete list of them In Chap- 
ter 7). Here are the first sbcteen characters. In order; putting 
any one of these in front of a file name will jump it to the 
top of the list, even ahead of numbers: 

I Spacebar I (T) Q (the Straight quote mark) 0 (T] @ [&] 

□ (the straight apostrophe) 0000Q0Q0 

You can use these symbols to keep groups of files to- 
gether. For example, you might put an exclamation mark 
in front of the names of all documents relating to one 
project, and an asterisk in front of the names of documents 
relating to another project. This lets you Impose a hierar- 
chical order on a list of files without having to move them 
into different folders, and order will be maintained no matter 
when the file names appear. 

Option characters (the ones you type with ( option | or 
I Shift 1 Option I ) may be sorted before, after or between alpha- 
betic characters, and the order is different in desktop win- 
dows than it is in list boxes inside dialog boxes. The ones 
that are basically alphabetic appear within the alphabet; ^ 
sorts between a and b, for example. Ones that are not al- 
phabetic (at least not in the Roman alphabet), like ♦, V, and 
A, sort to the bottom of desktop windows but to the top of 
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list boxes — except for I option l -space. which jumps to the top 
of both lists. To make It easy on yourself, just don't use 
option characters in filenames. 

4 starting filenames with spaces 

In the Save As dialog box, you can type a space at the 
beginning of a filename, but when you're renaming an icon 
on the desktop, you can't. There you have to first type a 
character, then a space, then delete the initial character. 

You can, however, type an [optionj -space at the begin- 
ning of a filename on the desktop. Filenames beginning 
with [optionl -space will sort in front of filenames beginning 
with ordinaiy spaces in list boxes. So if you have two files 
named Ispacebarl Chapter 1 and I option I spacebar] Chapter 2 
(well, those aren't actually their names, but you know what 
we mean), they'll appear In correct order on the desktop 
but Chapter 2 will come first In list boxes. 



# sorting numbered filenames 
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The Mac isn't very smart about sorting numbers — ^for ex- 
ample, 10 comes after 1 and before 2. If you want numbers 
to show up in numerical order, use a space In front of the 
single dyts, but none In front of the double digits; 

Without space With space 
1 1 

10 2 

11 3 



12 4 



2 10 

3 11 

4 12 



This works whether the numbers are the first (or only) 
characters in the filename or if they're embedded in the 
filename: 
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Without space 


With space 


Chapter 1 


Chapter 1 


Chapter 1 0 


Chapter 2 


Chapter 1 1 


Chapter 3 


Chapter 1 2 


Chapter 4 


Chapter 2 


Chapter 1 0 


Chapter 3 


Chapter 1 1 


Chapter 4 


Chapter 1 2 



If your list will include three-digit numbers, you'll need 
to put two spaces in front of the single-digit numbers, a 
single space in front of the two-digit numbers, and no space 
in front of the three-di^t numbers. 

4 finding icons quickly 

If you have lots of icons in a folder in no particular order 
and you want to find one quickly, switch to viewing by 
name, find the file you want easily in the alphabetical list, 
click on it and then switch back to viewing by icon. The 
icon will be selected and easy to see. (Yes, but why go back 
to viewing by icon?— AH) 

4 sorting by Color 

Once you've assigned colors to icons in any desktop 
window, you can use the by Coior command in the View 
menu. Items are then shown in a list view, sorted accord- 
ing the order of the colors in the Color menu itself. 

4 moving icons Into list-view windows (dc) 

Be careful when you move a file to a window that's 
displayed in any list view, especially if a number of the 
names on the list are folders rather than files. It's easy to 
accidentally select one of the folders, and then the file 
you're moving will end up hidden away inside the folder, 
rather than out in the larger window where you meant it to 
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be. You can have quite a time tiying to find It, opening one 
folder after another. 

The best way to avoid this problem is to drag the icons 
you want to copy to the part of the window just below the 
title bar (the rectangular space where the words name. Size, 
Kind and Last Modified appear). Since no icons can appear 
there, there's no danger that the icons you're dragging will 
disappear into a folder. 



shortcut 



shortcut 



4 automatic window closing with i Option I (am/sza) 

When you quit an application (and you're not using 
MultlFinder), the Finder recreates the desktop as you left it; 
if you left it in a mess with lots of windows open, that's 
what you'll get when you return. You'll also return more 
slowly, because the messier the desktop is, the longer the 
Finder takes to recreate it. Here are some ways to deal with 
that problem: 

In System 6.03 and earlier, you can open windows tem- 
porarily, so the Finder won't remember that you opened 
them. To do that, hold down I option) when you doubleclick 
to open the windows. When you return to the desktop from 
an application, all those windows will be closed. (This works 
for both disk windows and folders.) 

From System 6.04 on, holding [option) down immediately 
closes the window that the icon you're clicking is in. For ex- 
ample, in the illustration below, if you were to hold down 
[Option) while clicking on the folder Icon called new York pub- 
lishers, the window titled dealing with psychopaths would close. 
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This cleans up things even faster and leaves the last 
window you were in open when you return to the desktop 
(so you can make up a backup copy of the document you 
modified, say, or have it there out on the desktop to re- 
open again sometime soon). This tip works under Multi- 
Finder too. 



If you've left a messy desktop, you can have the Mac 
clean it up as you return from an application. Hold down 
I Option I while you choose Qu/t from the File menu — you'll be 
returned to a desktop with all its windows closed. 



shortcut 



Or you can just clean up your mess before you leave. To 
close ail the desktop windows without clicking in each close 
box, hold down [ option | while you close any window — eveiy 
other window on the desktop will close too. Another way to 
achieve the same result is to hold down I option I and choose 
C/ose from the File menu; with I option | down, the command 
becomes Close AIL (The techniques described in this para- 
graph even work in MultlFinder.) 
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4 cleaning up windows 

There's an Invisible grid in every desktop window that 
you can use to align your icons neatly. Use the Clean Up 
command in the Special menu to do the straightening. 

When nothing's selected in the window, the command 
reads Clean Up Window and shuffles all the icons around 
until they're in neat rows and columns. When something's 
selected in the window, the command is Clean Up Selec- 
tion and only moves the selected icons. 

If you hold [Option I down while opening the Special menu, 
the command reads simply Clean Up and gives you two 
advantages — it cleans up everything in the window even if 
something's selected, and it cleans up much faster than 
the standard Clean Up Window. The cleanup process pro- 
ceeds differently too: with [Option] cleanup, everything dis- 
appears momentarily and then reappears in the right spots; 
without [optionL each icon moves individually. 
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You can also align icons manually. If you hold ® while 
dragging an Icon, it snaps to the nearest grldpoint when 
you release it. 

it the desktop grid 

There's also a grid on the desktop Itself, not just In Its 
windows. If you hoid [i] down whiie you drag a ioose item, 
it wiii snap to the nearest gridpoint when you reiease it. 
And if aii the windows are ciosed on the desktop and no 
icon is seiected, the Clean Up command in the Special 
menu reads Clean Up Desktop and you can use it to aiign 
all the icons to the desktop grid. 


1 

very 

hot 

Up 


4 alphabetizing icons 

To aiphabetize icons in a window, start by opening 
the foider whose contents you want to sort. Position the 
foider's window so that you can stiii see the foider icon 
itself. Assuming you're already in Icon view, select all 
the items in the window with the Select All command in 
the Edit menu ( ) and drag the icons out of the 

window and into the folder icon. (Yes, you're dragging 
the folder contents from the folder back into the folder, 
as shown in the figure at the top of the next page. 1 call 
this the Mdbius move.) 

The items reappear in the window almost instantly, 
alphabetized and in neat rows. 

This won't work if you've rearranged the icons manually 
after opening the window — you'll get neat rows, but in the 
order you specified when you moved the icons. If you've 
dragged your icons around since you opened the foider, 
close and re-open it before you tiy to alphabetize. 

4 Naimanizing (aw 

On most icons, the name is wider than the picture, giv- 
ing it the shape of a stovepipe hat (with the name as the 
brim). In addition, the names usually vaiy in length, so that 
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some icons have very wide brims, some have narrower 
ones and some have no brim at ali. 
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Update CollectkMacTools 2.2 BOOTEDIT ShrinkTof It Do TEXT Ranger d 



TEXT shrink to Ttt 1 .2 VS tost fiW 









If you simply ignore this fact when you iine up icons (as 
the Clean Up command does), the names wili either inter- 
fere with each other (as shown above), or you'il be forced 
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to put Icons farther apart than you'd like (In order to ac- 
commodate the longest of them). 

Here's a simple way to neatly organize your icons so 
that none of the names overlap, and so that you can get 
the maximum number of Icons possible on the screen. 
First, choose Clean Up from the Special menu (if your 
icons are really scrambled all over the window, hold 
down the [ option] key while choosing Clean Up). This will 
organize your Icons In neat rows along the Invisible grid. 
They will also be aligned In neat columns, and that's the 
key to this trick. 

Use the selection rectangle to select the second column 
of icons. Mow move the column down just enough so that 
Its Icon names don't overlap with the Icon names in the 
first column. Repeat this procedure with all the other pairs 
of columns. Mow your window will look something like this: 



nie utils 



1 3 it«ns 



15920Kindisk 



4377K available 






Update Collection TEXT Ranger 0 spddtsk 

UnVS IMI^rtlW 

shrink to fit 



% 

icTools2^ 






HacTools 22 \>> ShrinkToFit Doc 

flit filttr 









□ 

vs tast fiW 



ReadMacVrite 






BOOTEDIT 






If you want to fit as many icons as possible into the 
window, you can also move the columns closer together 
and switch Icons around to accommodate unusual shapes. 
This tightest possible packing looks something like the fig- 
ure shown at the top of the next page. 
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This technique of tucking the name of an icon under the 
names of its neighbors is known as naimanizing (nAY-mun-eye- 
zing). The origins of this term are lost in the mists of histoiy. 
Some scholars suggest that it's a play on the word name, but 
that wouldn't account for the spelling. Others trace it back to 
the famous 1 7th-centuiy explorer, philosopher and bon vi- 
vant Balthasar Maiman. 'The debate goes on. 
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Tips on dialog boxes 



# using dialog boxes 

The simplest dialog boxes are alerts: they only contain a 
warning statement or a question, and an OK button so you 
can acknowledge that you've read it — or sometimes an 
alternative button for cancelling the procedure that pro- 
duced the warning. 
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More complex dialog boxes contain more buttons of 
different types, one or more text boxes and sometimes even 
pop-up menus. Keyboard navigation through the elements 
of a dialog box varies from program to program, but the 
following are some basic elements that stay the same: 
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• A button with a black frame around it is the default 
button — the one you're most likely to want to click. 
Pressing I Return! or I Enter] is the same as clicking the 
default button. If there's only one button in the dialog 
box, using I Return) or [Enter! usua!!y works even if the 
button isn't framed. 

• Pressing ClDGD almost always works as if you'd clicked 
a Cancel button, (esc! also works, although less often, as 
the Cancel button. 

• To move from one text box to the next, press [Tabt 
Sometimes [Shift] Tab] moves you to the previous box. 

Many applications also offer other shortcuts in their dia- 
log boxes (Word started the trend). For example, in dialog 
boxes that have no text fields, hitting the first letter of the 
name of a button (either in combination with or by it- 
selO, will often click the button for you. 



4 shortcuts In Open and Save As dialog boxes 

The Open and Save As dialog boxes have lots of short- 
cuts (most are keyboard equivalents). First, here are ways 
to select things in a list box: 



to move: 

up and down through the list 
to the top of the list 
the bottom of the list 



use: 

©and(T] 

0 or 0 Ot iPelets] 

Q (The accent grave/ 
tilde key) 



In the Open dialog box, hitting a key selects the first 
folder or file beginning with that character (or the next 
nearest character). You can do that for subsequent charac- 
ters in the name of the file or folder. If you keep typing 
quickly (if you type slowly, the letters will be interpreted as 
single letters and you'll keep jumping around the list). 

This method won't work in Save As dialog boxes, be- 
cause typing enters the name of the file you're saving. 
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To move up to the parent folder (the one that contains 
the one you're in), hit filtl or click on the little icon that 
appears next to the name of the disk. 

Instead of clicking on buttons with the mouse, you can 
use the keyboard shortcuts that other dialog boxes pro- 
vide: 1 36 1 . 1 or I Esc I for Cancel and I Return I or lEnterl for the 
default button (the one with the thick line around it). 

Finally, you can use |Tab| to change from one disk drive 
to the next, 

4 selecting text box contents 

When a dialog box opens with a single text box in it, 
often the text In the box is highlighted (selected). If it isn't, 
and you want to replace it, you don't have to drag across 
the text to select it, or backspace all the way across it to get 
rid of it. Just hit [Tab| to select all the text in the box, then 
type in the replacement text, 

4 grammar alert (ati) 

When you choose the Shut Down command from the 
Finder's Special menu on any compact Mac (but not the 
Portable or any of the Mac IPs), you get a message that 
reads: You may now switch off your Macintosh safely. What 
that means is: You can now switch off your Mac safely. 

The person who wrote this message obviously never 
recovered from grade-school teachers telling him to say 
May I go to the bathroom? instead of Can I go to the bath- 
room? (they assumed, probably correctly, that he had the 
ability to go to the bathroom pretty much whenever he 
wanted to). 

Well, may is correct in that case (although it smacks of a 
sort of mundane fascism, as does so much of what was 
pounded into our heads in grammar school). But when 
you're asking for information about whether it's safe to 
shut off your Mac, and not permission to do so, may is in- 
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correct. (It's also a perfect example of overcompensation — 
as epitomized by Anita Loos's classic line, a girl like I.) 

The Mac Is full of poorly written and often confusing 
messages. Apple ought to find a good writer and clean 
them up. 



Clipboard tips 

fk Clipboard basics 

» The Mac's Clipboard holds the material — text, graphics 
or both — that you cut or copied the last time you used 
I ^ lxl or 1 86 Id (or the Cut and Copy commands on the Edit 
beginners menu). When you use the Paste command ( 1 38 |v| ), the 
contents of the Clipboard are what's pasted. 

When you paste the Clipboard's contents, only a copy 
gets pasted. The Clipboard contents remain intact so you 
can paste them again and again; they only change when 
you cut or copy something new. 

The contents of the Clipboard are usually held in memoiy, 
but if you cut or copy a lot of information, a temporaiy file 
is created on disk to store it. (The file is placed in the 
system folder, aptly named Clipboard file.) 

4 special Clipboard contents 

Some applications put special information on the Cll|> 
board when you cut or copy. If you paste within that same 
application, the special information is also pasted; if you paste 
outside the application, the special information is lost. 

For example, if you copy a paragraph In Word, the invis- 
ible paragraph marker, which contains formatting informa- 
tion, is also copied to the Clipboard. Pasted into another 
Word document (or the same one, in a different place), the 
paragraph retains its original formatting information. Pasted 
into an application that doesn't know how to Interpret the 
special information, you'll only get the text of the original 
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paragraph, and maybe some of Its basic formatting, like 
tabs and indents. 

# preserving and restoring Ciipboard contents 

To delete something without affecting the contents of 
the Clipboard, use the I Delete) key instead of 1 3§ lx) . 

If you cut or copy something and then realize that you 
stiil need what was previousiy on the Ciipboard, choose 
Undo (or hit ) 9§ Izl ). When it undoes the cut or copy, it aiso 
restores the Ciipboard to its previous state. 

# Hushing the Ciipboard to tree up memory 

There are times you might want to empty the Ciipboard — 
to ciear some extra memory, for exampie, or to make 
switching between appiications in MuitlFinder faster. You 
can't empty it completeiy, but you can reduce its contents 
to a bare minimum. 

Seiect a singie character in your document (or a veiy 
tiny piece of artwork if you're in a graphics program) and 
copy it to the Ciipboard — twice. The first time you copy the 
character, it goes on the Ciipboard, but the previous con- 
tents remain in memory in case you choose Undo (as per 
the previous entry). So to reaiiy free up memory, you need 
to copy the character a second time. 

fi losing Clipboard contents in IHuitiFinder 

Sometimes the Ciipboard comes up empty in an appli- 
cation under MultiFinder, even though you just cut or cof>- 
ied something into it in another application. If you go back 
to the first application, you'll find the Clipboard contents 
intact. (This shouldn't happen, but it does.) 

I've found that just the act of pasting something into the 
Scrapbook, or using a Show Clipboard command (if avail- 
able) in the first application, is sometimes enough to make 
the contents "stick' to the Clipboard so they're there when 
you move to the second application. 
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4 Save large Clipboard? 

Sometimes when you quit an application, you'll get a 
dialog box that asks Save large Clipboard? This means you 
have a lot of material on the Clipboard, and the application 
assumes that you won't have a use for It once you've quit. 
So you're given a chance to flush the Clipboard contents 
out of memory (and off the disk. If It's been stored there). 

4 the Clipper 

The Clipper Is a nifty utility program that enhances Clip- 
board operations by letting you crop or scale the contents 
of the Clipboard before you paste them Into a document. 

The Clipper's Interface could be a little more friendly — 
after you open It (It's a desk accessory), you have to paste 
the Clipboard contents Into It, and before you close It, you 
have to copy the Clipper contents back to the Clipboard. 
These should be automated procedures; you shouldn't have 
to go to the trouble of creating macros for them. 

But the Clipper can be Invaluable, Once you've got the 
contents In the Clipper window, you can scale the Image 
up or down (by percentage or by specific measurement) or 
crop It to fit a specific size. Since the Clipper window Is 
moveable and transparent, you can see what the Image will 
look like In your document; that makes It easy to get your 
Image to the exact size and shape you need. 

If you're using PageMaker, you should be using the Clip- 
per. PageMaker doesn't let you scale graphics to specific 
dimensions — you can't, for example, make eveiy one of 
your pictures 72% of its original size — but the Clipper does, 

4 PostScript on the Clipboard 

If you want to copy something from a PostScript pro- 
gram like Illustrator or PreeHand and paste It Into a program 
like Word that can't directly Import PostScript material, hold 
down I Option] while you choose Copy from the Edit menu. 
This puts EPS (encapsulated PostScript) information on the 
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Clipboard — a combination of PostScript data for the printer 
and QuickDraw data for your screen. 

The system folder and startup 
disks 

4 system folder basics 

The system folder is special; to remind you of that, its 
icon incorporates a special mini-Mac icon: 

esp. for 




System Folder 

The two most Important files in the system folder are 
the System and the Finder, which are described in entries 
of their own below. Here are some of the other files that go 
in the system folder: 

• drivers — ^These programs allow the Mac to communicate 
with peripheral devices like printers; the ImageWriter 
and LaserWriter files are examples. Drivers are labeled 
Chooser document or just document when you view the 
system folder's contents by name. 

• inits — These utility programs run automatically when 
you start the Mac. They're labeled Startup document 
when you view by name. 

• cdevs — These utility programs appear in the Control 
Panel. Most are listed as Control Panel documents, but 
some just get the generic document label. 

• printer files — ^These are downloadable fonts for laser 
printers. 

• prefs files — Applications use these preference files to 
keep track of the settings that you want to use from one 
session to another — for example, whether you use Short 
or Full menus in Word, or where your tool palettes are 




312 



nJHe. (A{acintosfi (Bi6[e. TMrd ‘Edition 




beginners 



in SuperPaint. Each of the prefs files should have the 
application's name in it — Word Settings, PageMaker 
Defaults — and will be listed as a document of that 
application. 

• application support files — Applications use these for 
special purposes; some examples are help files and 
spelling and hyphenation dictionaries. (Sometimes you 
can put these files elsewhere — usually in the same 
folder as the application itself — but lots of applications 
need them in the system folder.) As with pref files, 
support files are listed as documents of the application 
they work with. 

• temp /)7es— Applications create these files for temporary 
storage while you're working. If you crash, you can 
sometimes use the temp files to help you recover your 
data (see the entry called temp file rescues in the backup 
and recovery section of Chapter 9). Temp files are 
identified as documents of the application that uses them. 

• desk accessory information — Most DAs store their 
information (like the pictures in the Scrapbook) in the 
system folder. Most of these files are listed as System 
document but some get the generic document label or 
are identified as documents of the DA that created them. 



4 organizing your system folder 

With all these different types of files, the system folder 
can turn into a jungle. Here are a few things you can do to 
keep clutter to a minimum: 

• Some applications let you keep their support files in the 
same folder as the application itself, so take advantage 
of the opportunity when you can. 

• Suitcase and Juggler let you put your desk accessories 
and screen fonts wherever you want. 

• If you use a utility that directs the Mac to printer files 
when they're needed, you can put them in their own 
folder, either inside the system folder or elsewhere. 
FontShare, Set Paths, Suitcase and Juggler are some of 
the programs that let you do this. 
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• A utility called INITPicker lets you put most of your inits 
into their own folder within the system folder. 

• A program called Tidy It Up! (available on The Macintosh 
Bible Software Disks, Third Edition) organizes all the files 
in your system folder into neat categories. 

# paring your system folder 

If you have plenty of room on your hard disk, you may 
not much care If unused files are taking up space in your 
system folder. But you'll want to get rid of them if you're 
using floppies, or if you're running out of room on your 
hard disk. Tor example, if you're not using MultiFinder, you 
don't need MultiFinder or DA Handler; if you don't have a 
laser printer (or have one but don't use background print- 
ing), you don't need Backgrounder or FrintMonItor. 

4 invisible files In the system folder 

Use a utility like DiskTop, ResEdIt or DiskTools to find and a 
delete any invisible files in your ^stem folder. 'They don't be- /l\ 

long there and may be viruses (or their heltspawned get) . (Yeah, 
that was me. Don't you love these literary touches?— AH) warning 

Versions of the system from 6.0 on won't run invisible 
inits, which gives you some minor protection against invis- 
ible viruses. 

4 trashing temp files 

Although well-mannered applications erase their temp 
files when you quit, if you crash, or turn off your machine 
without quitting the application, the temp file will remain in 
the system folder. 

Word is notorious for leaving its temp files around — 
they're named Word temp 1, Word temp 2 and so on. (My 
personal best is Word temp 48.) PageMaker creates files 
called FMOOl and so on; FileMaker creates a FileMaker temp 
folder and puts its stuff in there. It's generally safe to as- 
sume that any group of files that all have the same name 
except for a number that increments are temp files. 
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Check your system folder occasionally for errant temp 
files and throw them away (but don't do It when the appli- 
cation that created them is running), 

# System Folder vs. system folder (aw 

\ ^ Although Apple capitalizes the phrase System Folder, I can't 

T ^ see the point of it. Aside from proper nouns, capitalization 
3 > only makes sense when it helps avoid confusion (as it does 

System and ^stem; see the entry below). After all, this is 
English we're using, not German. Did we leave Saxony for 
Albion's fair shores only to remain under the thumb of Ger- 
man grammarians? Fio! 1 say. Excessive capitalization Isn't 
just ugly — it's positively un-American (un-English too). 

On a more practical note, the Mac doesn't care if you 
capitalize system folder or not; It will find the folder either 
way. So if you feel the same way 1 do about unnecessary 
capitalization (and any red-blooded American should), just 
rename your System Folder system folder. 



4 the System file 
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The System file is the heart of the Mac's operating sys- 
tem (the basic software that controls a computer's opera- 
tion); you can't run a Mac without it. Most of the informa- 
tion in the System file you can't change; it consists of pro- 
gramming instructions that work with, and supplement, 
the Instructions in the Mac's ROM. You can, however, change 
three things that are stored in the System file — fonts, desk 
accessories and FKeys. (Fonts are covered In the next 
chapter, DAs and FKeys in Chapter 8.) 



The size of the System file varies, depending on what 
version It Is, what machine you're running It on and how 
many fonts, DAs and FKeys are stored In it. When you're 
running a floppy-based system, every K counts; not only 
should you clean out your system folder, but pare down 
your System file as well, by removing fonts and desk ac- 
cessories you don't need. (For tips on how to do that, see 
the Font/DA Mover section of Chapter 8.) 
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You can also use the special small System that Apple 
supplies; It's in the Mini System Setup folder on one of 
the Utilities disks. But mini-Systems you set up will only 
run on one type of machine; if you use two different Macs, 
you'll need separate startup disks with separate Mini Sys- 
tems on them. 



4 System vs. system 

There's an important difference between the words 
system and System. Capitalized, System always refers to the 
System file Itself. Uncapitalized, system can refer to any of 
three things: 

• a system set — the combination of System, Finder and 
related software you're using (the system set has a 
version number of its own, as do each of the programs 
in it) 
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• the customized environment you've created by adding 
and subtracting fonts and desk accessories to your 
System file, and inits and cdevs to your system folder 

• the hardware setup you use — for example, a Mac Ilex 
with a 1 50-meg Magic hard disk drive and a DeskWriter 
printer 

A system file (no cap) Is any file in the system folder that 
helps run your computer — cdevs, printer drivers and the 
like (including the System file and the Finder). 



4 the Finder 



The Finder \s the program that creates the desktop. It's 
not really as integral to the Mac as It seems — It's only an 
application and can be replaced. But since the desktop is 
usually the first and last thing you see when you work on 
a Mac, it's hard to think of a Mac as running without it. 
The term Finder is often used instead of desktop — as in 
Quit the application and return to the Finder. It doesn't 
usually work the other way, though — Rearrange the icons 
on your Finder. 
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# installing a new system 

When Apple releases new system software, don't simply 
drag the new System and Finder (and other system Files) to 
your startup disk. Instead, run the Installer program that 
comes with the new system. Here's why: 

• When you use the Installer program, all the changes 
you've made to your System — desk accessories and 
fonts you've installed, for example — remain. 

• The Installer optimizes the System for your hardware (a 
dialog box will ask you what Mac you're using). Later- 
model Macs have larger ROMs, and therefore more 
built-in information that applications can access. Earlier 
Macs don't have that information in their ROMs; they 
need it in the System file, so programs can find it there. 
Based on which model you're using, the Installer puts 
the necessary patches (little pieces of programming 
code) into your System file. 

• The Installer won't put unnecessary files into your 
system folder. If you're installing a system for a Plus, for 
example, it won't copy the Color cdev to your folder. 

Always start your Mac from the Installer disk (instead of 
your normal startup disk) when you're updating your sys- 
tem. There are two reasons for this. One is that the Installer 
program needs to access all the Items in its own system 
folder, and it can only see the system folder the Mac is 
using at the present time. 

The other reason is that the Installer needs to operate in 
a pristine environment. If you've started up from your nor- 
mal startup disk, you may have all sorts of Inlts running. 
Switching to the Installer disk by simply doubleclicking on 
the Installer Isn't good enough, because that leaves all 
your inits still in memory. So shut down and restart your 
Mac when you're going to run the Installer. 

ft re-installing a system 

Since System 6,0, It's been possible to re-lnstall the sys- 
tem. So If you've run buggy or beta software that's corrupted 
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your system software, you can run the Installer again to Fix it, 
(Earlier versions of the Instaiier program simpiy told you that 
you already had that version Instaiied, and left everything 
unchanged; you had to do a manual update by dragging the 
new System and Finder into the system folder.) 



4 avoid first releases of system software (ah) 



The first releases of Mac system software are often pretty 
buggy. Unless you enjoy being a pioneer (and the arrows 
through the hat that go with it), you should generally avoid 
versions of the System and Finder that end in .0. Wait for 
.01 or .02 before switching over, or at ieast until the .0 
version has been out for a coupie of months and seems to 
be problem-free. 




important 

warning 



4 system version numbers 

You have to use the compatible versions of the System 
and Finder; you shouldn't update one without updating the 
other. Here are the pairs that go together, starting with the 
last set developed for the unenhanced Mac 512: 



System 


Finder 


3.2 


5.3 


4.0 


5.4 


4.1 


5.5 


4.2 


6.0 


6.0x 


6.1 



In October, 1 987, Apple realized we needed a way to 
refer to each set and started using the phrase System Tools. 
In its inimitable fashion, Apple called the 4, 2/6,0 set Sys- 
tem Tools 5.0. 

Finally, in April, 1988, Apple got its numbering system 
ironed out, and presented System 6,0 and Finder 6. 1 as 
System Tools 6.0. How all you have to do is make sure that 
the main number of the System and the Finder match. 
Minor upgrades to either file will be compatible with the 



318 



03ie 9^acintosft *Tfiird 'Edition 




esp, for 
beginners 



other file. For example. I'm running System 6,05 with Finder 
6.1 right now. 

(By the way, we call the System/Finder combinations 
system sets, or simply systems. Instead of System Tools, 
because toots sounds to us like it refers to all the supple- 
mental programs on the disk, not primarily to the System 
and Finder.) 

There are two ways to find out what versions of the 
System and Finder you're using. One is to choose About the 
Finder... from the 4 menu on the desktop. The dialog box 
that appears gives the version numbers. (It used to only 
give the version number of the Finder, but all current sys- 
tems supply information about both.) 

The second way is to open the system folder, select 
the System and Finder files, and choose Qet Info from the 
File menu. (Using the About command is much easier; 
this alternative is mentioned here only for the sake of 
completeness.) 

Some desk accessories, like DiskTooIs II, also provide 
Information about the system versions you're running. 

4 when to use which system 

If you're using an older Mac, you may be better off using 
an older system — usually because It takes less memoiy 
than newer systems. Here are the versions Apple recom- 
mends for each Mac: 



Mac 


System 


Finder 


51 2K, 512Ke 


3.2 


5.3 


Plus, SE, II 


6.02 or later 


6.1 or later 


SE/30, llx, Ilex 


6.03 or later 


6.1 or later 


llci, Portable 


6.04 or later 


6.1 or later 


llfx 


6.05 or later 


6.1 or later 
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# startup disks 

The disk that contains the System that's currently con- 
trolling the Mac Is called the startup disk. The startup disk's 
icon always appears In the upper right comer of the desk- 
top. It's usually a hard disk or a floppy — but It can be a CD- 
ROM drive or even a device on a network. 




esp. for 
beginners 



4 the startup scan 

Usually It's obvious which Is the startup disk. But what if 
you've got a floppy (or two) in the machine and a hard disk 
(or two) hooked up? Then you need to know the Mac's scan 
order (where It looks first, then second, then third, for a 
startup disk). Here it is: 

1. the internal floppy drive 

2. the second internal floppy drive (if there is one) 

3. the external floppy drive (if there is one) 

4. the Startup Device specified in the Control Panel (a 
feature that's only available for SB's and later models) 

5. the external serial (non-SCSI) hard disk 

6. the internal hard disk (or any other device with a SCSI 
ID number of 0) 

7. other SCSI devices (starting with ID number 6 and 
working its way down to 1 ) 

8. after a 1 5-second wait, back to the internal floppy drive 

The first disk that the Mac Finds that has a System on It 
becomes the startup disk. 



4 avoid multiple systems 



never keep more than one system folder (or System file) 
on any one startup disk, whether a hard disk or a floppy. 
Multiple Systems make the Mac schizophrenic and you'll 
have a lot of seemingly Inexplicable crashes. (The record 
at Montclair State College Is held by Dr. Robert Stevens of 




important 

warning 
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the music department, who had sixteen Systems on his hard 
disk. We believe this may be a world record as well.) 

Most people don't purposely put multiple Systems on 
disks, of course. What usually happens Is, you Insert a 
floppy that holds the new program you just bought and 
drag all the files on the floppy. Including its system folder, 
over to your hard disk. Or you drag the Icon of the floppy 
disk onto your hard disk icon, which puts all Its contents 
Into a new folder on your hard disk. Since the new system 
folder Is buried In the new application folder, you never 
even notice it's there. 

Periodically, and especially whenever you're experienc- 
ing more system crashes than usual, use a program like 
Apple's Find File to search your hard disk for the word 
System, and remove any extra System files you find. 

ft switching startup disks 

Sometimes you want to switch startup disks without turn- 
ing off your Mac, In order to access the fonts, DAs, Scrapbook 
pictures, etc,. In the system folder of another disk. Generally, 
it's floppies you switch between; hard disks usually have room 
for all the fonts and desk accessories you need, and utilities 
like Suitcase and Juggler let you open additional fonts and 
DAs without chan^ng your System. 

There are two general rules to be aware of when switch- 
ing startup disks: 

• The system you're switching to must be the same or a 
later version than the one you're switching from. 

• You can't switch out ofMultiFinder, only into it. 

To switch Systems (and remember — that means you're 
switching startup disks, because you never keep two Systems 
on the same disk), either open the system folder on the disk 
you want to switch to, hold down [option] and CiTTI and 
doubleclick on the Finder icon, or Just hold down I Option I and 
doubleclick on any application on that disk. (Sometimes sim- 
ply launching any application on the second disk switches sys- 
tems, but not always; hold down I option) to be sure.) 
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fl setting the startup application 

There's a Set Startup command in the desktop's Special 
menu that lets you set the Mac to start in the Finder or in 
MultiFinder, and with specific applications, documents and 
even desk accessories open, 

Here's the basic Set Startup dialog box (it changes slightly 
depending on what you have running under MultiFinder 
and/or what you have selected on the desktop): 



r 1 start up "Int HD" luith: 

0<3) Finder (§)<^<9i<3i MultiFinder 

Upon startup, automatically 
(S) Selected Items 
O Opened Applications 
O MultiFinder Only 

[ Cancel 



open: 
and DOS 




Here's how to use it: 

• To choose between Finder and MultiFinder, click the 
appropriate button at the top of the dialog box. (The 
Mu/f/f/nder button will be dimmed if you don't have 
the MultiFinder file in your system folder.) 

• If you want to start up at the desktop, click the 
MultiFinder Only button or the Finder Only button at 
the bottom of the dialog box — which one's available 
depends on which button you select at the top. 

• To start up in an application, select its icon on the 
desktop, then choose Set Startup. Then just click on the 
button that will appear in the dialog box with the name 
of the application on it. 
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• To start up with two or more applications in MultiFinder, 
either select them on the desktop and click the Selected 
Items button that will appear in the Set Startup dialog 
box, or run the applications and click the button that's 
labeled Opened Applications and DAs. (This second 
method also lets you have DAs open automatically on 
startup; you must have them running as well.) 

• To start up with particular documents opened, select them 
on the desktop and use the Selected Items button. Since 
opening a document automatically opens its application, 
you don't have to set the application as a startup. (When 
you use the Opened Applications and DAs button under 
MultiFinder, the documents you have open in the running 
applications are not set as startups.) 



System 7 




things 



to come 



4 System 7 vs. System 7.0 (ah) 

Almost everybody says system seven: nobody says sys- 
tem seven point oh. But for some reason, everyone (but 
us) writes it System 7.0. And this is in spite of the fact that 
there will almost certainly be a System 7.01, a System 
7.02, and so on, all of which will also Incorporate the big 
changes that are coming in System 7.0. For both those 
reasons, we write it the way it's said — System 7. 

4 about System 7 

1 expected to be writing tips for System 7 in one of the 
updates to the Second Edition of this book; then 1 expected 
to be rounding them up for this edition. But as 1 write this. 
System 7 is still months away, almost a year late (based on 
Apple's original announcements) and stripped of some of 
the features (like tear-off menus) that were originally 
planned. 

Unlike many other Apple products, however, this ver- 
sion of the Mac's system software has been described in 
detaii well before its release. So while we're not ready to 



chapter 6 — (Basic 9v(ac software 



323 



do tips yet we can explain some of the most Important 
features you'll be seeing. 



But first: do you have to switch to System 7? Absolutely 
not. In fact, unless you want to take advantage of some of 
the new features described below, you should wait until all 
the bugs are worked out of System 7. Apple will be sup- 
porting the 6.0x versions of the system software for at least 
another year, and probably for two. 



4 what hardware you need 

System 7 will run on any computer from the Plus up that 
has at least two megs of RAM. But one of Its features, 
virtual memoiy (described in an entiy below), requires a 
PMMU chip. The PMMU is built into the 68030 chip and can 
be added to the original Mac II (which is built around the 
68020 chip). You can even get virtual memoiy on a Plus, 
SB or Portable, by adding a 68020 accelerator card to it 
and then adding a PMMU chip to that. 



4 Finder 7 and the new desktop 



With System 7, the Finder will finally live up to its name — 
it has a built-in find function. Mot only is the Find feature fast, 
it's also veiy sophisticated; for example, you can put key 
words In a file's comments box (In the Qet Info window) and 
then search for files based on them. This doesn't just woik on 
the desktop; applications will also be able to hook Into these 
new capabilities to find documents much more quickly. 




things 
to come 



You'll be able to easily control the look of your Desktop; 
what now takes a program like Layout or a session with 
ResEdlt Is easily accomplished through dialog boxes, as 
shown at the top of the next page. 

Rnder 7 also introduces the alias: This Is a copy of an 
icon that works Just like the original — ^you can doubleclick 
on it to launch it, for example — but which takes up hardly 
any room on the disk (because It's just the Icon that's 
copied, not the whole file). This means you can store a file 
in more than one place — for example, put WriteMow In a 
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Font for viovs: 



Geneua 



3 DHQ 



Icon and Small Viavs ' 



D D D D <•> Normal grid 
0 D D O Staggered grid 



I— List views 



o o 




o 



^ Shoui folder sizes 

□ Shoio disk info in header 

□ Shorn path name in header 



□ Rluiags grid drags 



^ Shorn size 
^ Shoui kind 
^ Shoui label 

□ Shoui date 

□ Shoui uersion 

□ Shoui comment 




very good 
feature 



folder with your other word processing applications, and 
also In a folder that holds a bunch of current WrlteMow files 
you're working on. 

Another nifty new feature Is help balloons. When you 
can't figure out what that odd-looklng Icon Is for, or what a 
menu command does, you can ask for help and the bal- 
loon appears with appropriate information In It. 





very good 
feature 



The new Finder takes care of system folder clutter too; 
each type of system file — Inks, edevs, printer fonts, driv- 
ers, pref files, etc. — can be tucked into an appropriately 
named folder Inside the system folder. 
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Another small but welcome enhancement in Finder 7 is 
being able to move through lists of files In windows on the 
desktop the same way you can in some list boxes — by 
typing the first letter of the filename you want. Finder 7 
windows also scroll automatically when you move to the 
edge of them. 

Invisible improvements to the Finder make everything 
faster and let you have an unlimited number of files. (There's 
currently a limit on how many you can have.) But the main 
difference is that, under System 7, you're always in Multi- 
Finder; you can't run just in the Finder. 

4 the it menu 

Adding a desk accessory to the ft menu will be as easy 
as dragging its file into the system folder. And, for easy 
launching, putting an application into the system folder 
puts it in the ft menu too. 

ft TrueType fonts 

Apple's new outline font technology — called True'iype — 
arrives with System 7. (For more about outline fonts, see 
Chapter 7.) True'iype fonts produce smooth characters in 
any size, on both the screen and printer (and that means 
any printer — dot-matrix, non-PostScript, whatever). 

Apple plans to ship 'True'iype versions of the fonts it cur- 
rently ships with the Mac, and possibly a few more. But they've 
made the 'True'iype specifications public so that third-party 
vendors can provide a wide variety of choices. (Apple's saying 
that hundreds of fonts in 'True'iype format will be available in 
the first few months of System 7's life. They ought to know.) 

ft new printing approaches 

System 7 includes something called New Print Architec- 
ture. This provides background printing for all printers and 
increases printing speed. It can also take the color Quick- 
Draw commands that Mac applications generate and trans- 
late them into color PostScript commands, or halftone color 
images for output on black-and-white printers. 




very good 
feature 




very good 
feature 




things 
to come 



326 



n3u C^acintosh ‘BiBk. UfiircC ‘Edition 



There's also a new approach In the Print dialog box, with 
popup menus from which you can select the size of paper 
you're printing to. 

4 sharing 

Macintosh FlleShare is a new capability that will let Macs 
talk to each other on a network without having to use a file 
server as an intermediary (and without using third-party 
to come software like TOPS or Public Folder). 

There's also lAC (interappllcatlon communication), which 
includes PPG (program-to-program communication). What 
all this alphabet soup means is that programs can exchange 
commands and data. PPG will even store data for a pro- 
gram that's not running, and then pass the message on 
when the program is launched. 

The Gilpboard lets you take information from one place 
and put it in another, but that's a one-way process and 
provides no link between the source document and the 
target document. System 7 has two new features called 
Publish and Subscribe that let you link documents through 
an intermediary file, so that when the original material is 
updated, the information you pasted into the second docu- 
ment is changed too. if, for instance, you've pasted a table 
of figures from a spreadsheet into a word processor docu- 
ment and then change the spreadsheet, the word proces- 
sor document gets updated, too. 

When you select part of a document and choose the 
Publish command (from the Edit menu), a dialog box ap- 
pears so you can specify where to save the selection and 
what to call it. These saved files are called pubiications 
(guaranteed to confuse PageMaker users, at least initially) 
and appear as icons on the desktop. 

When you're in another document (created by the same 
ora different application), the Subscribe command (also on 
the Edit menu) lets you incorporate any publication into 
what you're working on, it's easy to have multiple subscrib- 
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ers to a publication, even across a network. Individual sub- 
scribers can choose to be updated automatically when the 
publication's been changed, or ask that they be notified 
whenever a change has been made, so they can decide at 
that point whether or not to update the material in their 
documents. 

Unlike most System 7 enhancements, which are auto- 
matically available to existing applications. Publish and 
Subscribe techniques will be available only to programs 
that are specifically designed to include them. 

# expanded memory limits 

Currently, the Mac is limited to eight megabytes of RAM, 
but a new feature of System 7, called 32-bit addressing, ups 
the limit to four gigabytes (almost 4100 megs). 32-bit ad- 
dressing is available only on 68020 and 68030 machines — feature 
which means the SE/30 and the various Mac IPs. 

Applications that have followed Apple's guidelines for 
developers will be able to make use of this extra memoiy 
right away; those that haven't will still run under System 7 
but won't be "aware" that there's any memory available 
beyond eight megs. Which brings us to... 

4 virtual memory 

Virtual memoiy is a technique that uses disk space as if 
it were RAM (for more about it, see the end of Chapter 3). 

The main advantage of virtual memory is that disk space is 
always cheaper than RAM — even with RAM prices at an all- 
time low. You can currently get a one-meg SIMM for as little 
as $60, but some of the hard disks discussed in Chapter 3 
provide disk space for $ 1 0/meg, or even less. 

As mentioned above. System 7 makes virtual memory 
available to any machine with a 68030 processor, to a Mac 
11 with a FMMU chip added, or to a Plus or SE with a 68020 
accelerator card to which a PMMU has been added. 




very good 
feature 




very good 



328 



nJie 9v(acintosfL (BiBCe. Third ‘Edition 



MultiFinder tips 



fk nulUFinder basics 
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MultiFinder lets you run several programs at a time, one 
of them being the Finder (so you always have the desktop 
In the background, even If you can't see It on a small screen). 
The more memoiy you have, the more you can do in 
MultiFinder. You need at least two megs to really take ad- 
vantage of its power; with a one-meg system, you can only 
run the Finder and one other program that doesn't require 
much memory. 



To run under MultiFinder, you need to do two things: put 
the MultiFinder file In your system folder and set MultiFinder 
as the startup application (see the previous entiy for de- 
tails). Once you're in MultiFinder, a small icon appears at 
the far right end of the menu bar; it represents the appli- 
cation you're currently in. For example, when you're in the 
Finder, the icon is a mini-Mac: 



4 File Edit Uieiu Special 



Under MultiFinder, each program you run gets its own 
partition — a portion of memoiy that belongs to only that 
program. Every program comes with a default partition as- 
signed to it, but sometimes the program will tell you it isn't 
large enough. You can fix that by changing the size of the 
partition. 



To do that, quit the application, select Its Icon on the 
desktop and Get Info on It. The Qet Info box will list a 
Suggested Memoiy Size and an Application Memoiy Size; 
unless you've changed the latter, they'll be the same. All 
you have to do Is make the Application Memory Size larger 
as shown in the figure at the top of the next page. 

If your initial guess isn't big enough, repeat the process 
until you get it right. At some later point, when you're trying 
to squeeze more applications into existing memoiy, you 
may want to make the Application Memory Size smaller 
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Info 

^ Locked □ 

jSL Sup^rPaint 
F ^ Sup«r Paint Version 2.0 
Kind : application 

Size: 51 6 J 33 bytes used, 506K on disk 
Vhere: Int HD, SCSI 0 



Created: Wed, Jan 18, 1989, 12:00 PM 
Modified: Tue, Mar 13, 1990, 10:26 AM 
Versien: 2.0,0 1986, 1988, 1989 Silicon 
Beach Software, Inc. 




Suggested Memory Size (K): 700 
Application Memory Size (K): 1 1200 



again. But never go lower than the Suggested Memory Size, 
since that's the minimum for safe operation. 



The About the Finder from the d menu dialog box 
changes when you're running MulUrinder. It not only shows 
the memory allocated to the System and Tinder but also to 
each program that's running, as well as how much of each 
partition is full (this illustration is slightly doctored — in the 
real dialog box, you can only see four bars at a time): 




important 

warning 



in- s Rbout the Macintosh’** Finder = 

Finder: 6.1 Larry, John, Steve, and Bruce 

System: 6.0.3 0 Apple Computer, Inc. 1983-88 

Total Memory : 8,1 92K Largest Unused Block: 1 ,508K 


^QuickBASIC 


900K 




FileMaker II 


1 ,200K 




SuperPaint 


1 ,200K 




^Word 


1,500K 




2 Find«r 


200K 


m ® 


^ System 


1 ,696K 
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4 when the Finder runs out of room 

If you're running MuItlFinder with a 40-meg or larger 
hard disk, you may run Into a Hot enough Finder memoiy 
error message when you open lots of windows, have lots of 
items In any window, or some combination of the two. The 
Finder Is actually an application that runs under MuItlFinder 
and, like any other program, can be allocated more memoiy. 
To give your desktop more breathing room; 

• Open the system folder and click on the Finder icon. 

• Choose Get Info from the File menu. 

• Change the number in the Application Memory Size box. 

• Restart the Mac so the memory allocation takes effect. 

The Finder Is usually allocated about 1 65K as a default. 
21 OK seems sufficient for drives up to 100 megs. If you 
use a larger drive or a CD-ROM player, you may need an 
even larger segment, (You don't have to restart the Mac 
when you change the memoiy allocation of any other appli- 
cation, but the Finder runs as soon as you start the Mac, so 
you do have to restart in this case.) 

Another approach, which you can combine with this 
one or use on Its own. Is to partition your drive and mount 
only the partitions you're using at any one time. For more 
on that, see partitioning In Chapter 3. 

4 memoiy fragmentation In MuItlFinder (sza/ati) 

The first program you launch under MuItlFinder gets the 
first chunk of available RAM, the second gets the next chunk, 
and so on. When you quit a program, the RAM it used 
doesn't get thrown back Into the pool of available RAM — 
instead, it leaves a hole of empty memory between the 
program launched before It and the one launched after it. 
(Only If it was the last program you launched does the 
memory go back into the pool). 

Notice that the dialog box at the end of the previous 
entiy reports not how much memoiy is still available, but 
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the largest unused block. If you were to quit Word, the 
largest unused block would still be 1 508K; although you'd 
actually have over 3000K of memoiy free, you wouldn't be 
able to launch PageMaker (which needs a 1700K alloca- 
tion) because you'd have only two separate chunks of 1 500K 
memory available. 

To get around these limitations, always be^n by launching 
the program you use the most, and are therefore least likely 
to quit. Second, launch the program you use the next most, 
and are therefore the next least likely to quit And so on. 



4 why I don't use MuItlFinder (An) 

Certain Mac jocks with serious cases of expertosis would 
have you believe that you've got to be some sort of Luddite, 
or have a serious learning disability, not to use Multifinder. 
The fact is, lots of very experienced power users won't go 
near it. 



For one thing, it's still buggy. You can depend on getting 
twice as many crashes in MultiFinder as you'll get, with 
exactly the same system and applications, using just the 
Finder, And that's not the worst of it. Here's why Charlie 
Rubin stopped using MultiFinder: 




bug 



He was worWng on two documents, a Works spreadsheet 
and a Word document He finished his day's work, saved both 
files and went to bed. The next day, when he opened the 
Word file, he found that data and garbage characters (prob- 
ably formatting codes) from the Works spreadsheet had been 
written over part of the Word file — that is, the words that had 
been In the word file the night before were gone and the stuff 
from the Works file was there in their place. 

When Charlie called Microsoft, they denied that this is a 
problem (their typical resf>onse to this sort of thing), but 
when he called a large user group In his area, they con- 
Firmed that several other people had reported the same 
problem to them. 




bug 
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now think of it: in the very act of saving to protect your 
work, that work is destroyed. That was enough for Chariie 
to kiss MuitiFinder goodbye. 

Another probiem with MuitiFinder is that you have to 
think about how much memory to give each program you're 
running, and adjust it if it's not right, A reiated probiem is 
that you'll need more memory on your machine to use 
MuitiFinder effectively than you will to use the same pro- 
grams one at a time under the Finder. Finally, the memory 
fragmentation that results when you open and close appli- 
cations (described in an entry above) is a real pain. 

Sure, there are times in my work when It would be nice 
to be able to jump from one program to another without 
having to go back to the desktop. But as far as I'm con- 
cerned, there aren't enough of those times to make using 
MuitiFinder worth the worry and trouble. 

ft switching to MuitiFinder 

If you're running in Finder-only mode, you don't have to 
set the startup and restart the Mac to go into MuitiFinder; 
instead, simply open the system folder and doubleclick on 
the MuitiFinder Icon. 

ft moving around In MuitiFinder 

There are three basic ways to move from one opened 
application to another in MuitiFinder. One is to click on the 
little icon at the right end of the menu bar; the icon will 
change as you cycle through all the programs you have 
open. Another is to select the application's name from the 
# menu (ail the opened programs are listed there). 

The third way only works if you're on the desktop and 
can see the application's icon (it will be gray, because the 
application is running, just as the icon for an open disk, 
folder or file Is dimmed). To move to that application, just 
doubleclick on its icon. 

There are also utilities that let you launch and switch 
applications. They're covered in Chapter 8. 
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4 opening multiple applications 

Even if you don't set multiple applications to start up auto- 
matically, you can open several at the same time (as opposed 
to one after the other). Just click on the first application you 
want, shift-click on the others and then doubleclick on any 
one of them, or choose Open... from the File menu. (For this 
to work, the applications have to be in the same window, 
because you can't shift-click between windows.) 

# temporarily disabling MultiFinder 

If MultiFinder is the startup and you want for some rea- 
son to disable it. hold down the key as the Mac starts 
up. This forces the Finder to take over, but leaves MultiFinder 
still set for startup the next time. 

4 shutting down with applications open (An) 

If you choose Shut Down from the Finder's Special menu 
while in MultiFinder with other applications open, you'll get 
the standard Save changes...? dialog box for all open 
documents (a piece of idiot-proofing of which idiots like 
myself heartily approve). 

4 the light edge 

Here's a MultiFinder housekeeping tip: move the right 
edges of your application windows in a little from the right 
edge of the screen. Otherwise, you'll find that when you're 
in the Finder, you won't be able to get to the disk icons or 
the 'Trash (you'll have to click on the offending windows, 
thus activating them and putting you back in their applica- 
tions, just so you can move them out of the way). 

4 no auto-empty for Trash 

When you're in MultiFinder, launching an application by 
doubleclicking on its icon empties the 'Trash. But using a 
launching utility like On Cue doesn't, and neither does 
moving to an already-opened application. 
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4 getting DAs out of the way 

If you've used Suitcase or Font/DA Juggler to cram your 
4 menu full of desk accessories. It can be a real drag to 
scroll through all of them to get the applications listed at 
the bottom of the menu. To make aii the DAs (except Suit- 
case or Juggler itselO temporarily disappear, hold down 
the [Option] key when you open the 4 menu. 

4 making DAs application-specific 

Some DAs add their own menus to the menu bar. If you 
only want that to happen in certain applications, you can 
assign the DAs to specific applications under MultiFinder. 
You do that by hoiding down the [ option | key whiie you choose 
the DA from the 4 menu. 

From then on, that DA wiii appear only when you're work- 
ing in the appiication you were in at the time you opened it 
(aithough it's stili in the # menu no matter where you're 
working). Quitting or closing the DA as usual while you're in 
that application is all it takes to remove it from the menu bar. 

There's another advantage to this: it lets the DA use the 
memory already set aside for the application, instead of 
having to carve out an additional chunk for itself from the 
portion set aside for all DAs to share. 

At first glance, it would seem that you can't use this trick 
when you're using Suitcase or Font/DA Juggler, since both 
programs hide the DAs on the 4 menu when you hold down 
[Option] . But there's a way around this. Just pop down the 4 
menu without pressing [option] , then press [option [ and choose 
the DA you want to assign. 

(You can also actually install a DA into an application so It 
only appears in the 4 menu when that application's running; 
see the Font/DA Mover section of the utilities chapter.) 

4 if your DAs have disappeared 

If you just started using MultiFinder and find that there's 
little or nothing under your 4 menu — or that you can't open 
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anything that appears in the menu (aii you get is a beep) — 
you need to put DA Handler file into your system foider. It's 
on the System Tools disk; just copy it over and restart your 
system. 



Global software tips 

The tips in this section should work in virtually all Macintosh 
programs, from the desktop to obscure DAs. If they don't, don't 
blame us; blame the people who wrote the program, because 
they're not following the standard Mac interface. 

tk Shift'Clicking (Steve MIchel/SZA/AIV 

Mormally, when you cilck on something to select it the 
thing you selected last is automatically deselected. But if 
you hold the I shift I key down, the previously selected items 
stay selected. 

This technique, called shift-clicking, can be veiy useful. 
Let's say you want to copy a dozen files from one folder to 
another. Instead of having to select one, drag it select 
another, drag it and so on, you just select all dozen by 
shift-clicking on each one, and drag them all at once. 

Shift-clicking usually acts as a toggle, so that not only do 
things that aren't selected get selected, but things that are 
selected get deselected when you shift-click on them. 

There's another way to select multiple objects — by drag- 
ging a selection rectangle around them (described in the 
Guide for beginners section of Chapter 1). You can com- 
bine the two techniques. For example, if objects you don't 
want fall into the selection rectangle, just shift-click on 
them and they'll be deselected. Here's another way to 
combine them: 

Let's say you have a single icon selected in a desktop 
window. If you hold down I Shift I while you drag a rectangle 
around four other icons, you'll have five icons selected 
when you're done. It also works the other way. If you have 
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ten icons selected in a desktop window and then hold down 
(Shift) while you drag a rectangle around four of them, they'll 
deselect and you'll end up with six icons selected. 

All these techniques work the same way In object-oriented 
graphics programs like MacDraw or the Draw l^er of Super- 
Paint as they do on the desktop. (’They don't work In paint 
programs because there are no objects to shift-click on.) 

Shift-clicking can also be used to select portions of con- 
tinuous material like text. Let's say you want to select three 
paragraphs of a word processing document. You'd click In 
front of the first character In the first paragraph, then place 
the I-beam pointer after the last character of the third para- 
graph, hold the (shift) key down and click again. This causes 
eveiything between the two clicks — all three paragraphs. In 
this case — to be selected. (Some word processors have 
easier ways to select a lot of text, but this basic technique 
should work in all of them.) 

After you've selected a hunk of text, you can use shift- 
clicking to deselect some of it (In other words, make your 
selection smaller without having to do it all over again) or 
to extend the selection. As long as you hold the (shift) key 
down, each subsequent click will select text from the origi- 
nal click to the latest shift-click. To start at a new beginning 
point, just click without the (shift) key down. 

So to make a text selection smaller, simply shift-click 
anywhere within It. Only the portion from the beginning of 
the selection to your latest shift-click will remain selected. 

To extend a selection, position the I-beam at either the 
beninnina or end of the selected text, hold down the 1 shift 1 
key, click and drag in the appropriate direction. (You can 
only do this at one end or the other, not both.) 

(There's more about shift-clicking text in the General 
word processing t/ps section of Chapter 10.) 

Shift-clicking works in spreadsheets too. If you click in 
one cell, then shift-click In another, a rectangle of cells will 
be selected, with those two cells In the corners (it will be a 
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thin rectangle If both clicks are in one column or one row, 
but a rectangle nevertheless). 

Some dialog boxes let you shift-click to make more than 
one selection at a time from a list box. Usually shill-clicking 
already selected items in the list deselects them, but some- 
times it selects eveiything from the initial selection to the 
new one (and shift-clicking within the selected area short- 
ens the selection to that spot in the click). 

Some of these techniques may be a little hard to visual- 
ize as we describe them with words, but when you use 
them a bit, they'll quickly become obvious, and then au- 
tomatic. 

4 the doubleclick drag 

To select text word-by-word, doubleclick on the first word, 
keep the mouse button down and drag. The selection will 
be extended one word at a time. 

4 cancelling shortcut (m 

In most places on the Mac, 1 3 e I H will cancel what you're 
doing (printing, for example). It will also push the Cancel 
button in most dialog boxes. We've mentioned this short- 
cut elsewhere (because there are so many places where it 
works), but it's worth repeating (because there are so many 
places where it works). 

4 the lEscI key 

The I Esc I (for escape) key on ADB keyboards works, in 
most Instances, as a substitute for 1 86 1 . 1 — to cancel print- 
ing, for example. It usually also pushes the Cancel button 
in dialog boxes. (One exception 1 know of — In More ll's 
Save As dialog box, the Cancel button highlights when you 
press lEscI , but a missing character box Is printed in the 
text field and the dialog box remains on the screen.) 

4 deselecting with arrow keys 

In almost all applications, hitting (t) or 0 while text is 
selected places the insertion point at the beginning of the 
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selection and deselects the text. Using 0 or Q does the 
same, but puts the Insertion point at the end of the selec- 
tion. This can save you some time. Let's say you've se- 
iected some text and made it boldface. Instead of having 
to go to your mouse again so you can click at the end of the 
selection to begin typing again, you can just hitQ . This will 
deselect the text and position the insertion point directly 
after it. 

This works even in dialog boxes, where you often have 
some default text selected when the box opens. It's espe- 
cially convenient in the Save As dialog box that usually 
comes up with the current title of a document already high- 
lighted. If you want to name the new document something 
simiiar to the originai (like changing Title to Titie2), you don't 
have to retype the originai name. Just hit0, then add what 
you want to the end of the document name. 

4 global nudge commands 

SuperPaint's nudge commands, that move objects by 
one pixel, should be part of every object-oriented program. 
But since they're not, you can make your own, using Apple's 
Easy Access (whose other features are described in Chap- 
ter 8). With Easy Access in your system folder, you can turn 
it on any time and control the mouse with the numeric 
keypad. 

To nudge an object on the screen: 

• Select the object. 

• Position the pointer on top of it. 

• Press I Shift 1 36 1 Clear I to activate Mouse Keys. 

• Press 0 on the keypad to lock down the mouse button. 

• Use d], 0, [U and (ij, on the keypad to move the 
object a pixel at a time down, left, right or up. 

When you're done, press I shift | §8 1 clear | again to turn off 
Mouse Keys. 



Cfiapter 6 — (Basic 9^ac software 



339 



il using templates to change defaults (Michael sradiey/DC) 

All applications have default settings for things like font 
and type size, ruler, print quality, spreadsheet size and 
data format. Sometimes you can change the defaults, but 
often you can't. This means eveiy new document will al- 
ways start out formatted the standard way, whether you 
like it or not. If you don't like it, you should try using tem- 
plates to format new documents the way you want them. 

A template is a document with a special format that you 
use repeatedly — for example, one containing your letter- 
head, so you don't have to recreate the letterhead every 
time you want to write a letter. They're easy to make. All 
you have to do is open a new document and choose the 
formatting you want. When you're done, save the docu- 
ment with a name like biz Itr, memo or standard Excel 
template. There's no limit to how many different kinds of 
templates you can make. 

To format a new document like one of your templates, 
don't use the new... command on the file menu. Instead, 
open the template and immediately save it with the name 
you want to give your new document (Save As... on the File 
menu). This automatically transfers the template's format- 
ting to the new document. 

Because of the way templates are used, they run a spe- 
cial risk of being overwritten. You can avoid this risk by 
locking them (in the Qet Info box). This will prevent you 
from saving a modified template under the original name 
and will force you into the correct habit — always Saving As 
as soon as you open the template. 

If you need to change the template itself, it's easy enough 
to unlock it. But don't forget to lock it again when you've 
finished making changes to it. 

# beeps and other sounds (aii/dc) 

The Mac's basic warning sound is a beep (it usually means 
you can't do that here). You can control how loud it is in 
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the Control Panel. Setting the volume all the way to zero 
turns the beep off completely (the menu bar flashes In- 
stead). You can also block the sound port at the back of 
the Mac with a mini-jack that you can buy at any electronics 
store, or with Walkman-style earphones. 

The current system software lets you change the beep 
to three other sounds. To do that, you open the Control 
Panel and select the Sound Icon from the column on the 
left (you may have to scroll down to get to It). Then you can 
choose a monkey's screech, a clink-klank (which sounds 
just like its name) or the aptly named boing, which sounds 
a lot like Gerald McBolng Boing's favorite sound. 

Arthur favors the boing, because it's the funniest and 
also the softest. That means he can set Speaker Volume to 
7, so he can hear music and sound effects nice and loud 
but still not be startled by loud beeps while he's working. 
(The Simple Beep is the ioudest of the four sounds; Ciink- 
Klank is next, followed by Monkey.) 

You can install many more choices for beep sounds 
with a piece of $10 shareware called SoundMaster, which 
is described in Chapter 8. 

Miscellaneous desktop tips 

# easy launching of applications (An) 

In the previous section, we talked about using templates 
to change a program's defaults. But templates have an- 
other important use — making it easy to launch applications. 

It's hard to leave applications out near the root level 
(the window of your hard disk) because they often demand 
folders of their own with dictionaries and all kinds of other 
stuff with them. My solution is to bury the application as 
deep as 1 like, in some folder filed logically away (a riisus 
folder within a word processors folder within a misc pro- 
grams folder, say), but to keep a template for each pro- 
gram I commonly use In a common templates folder. 
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I put a space in front of the name common templates, so 
that it will sort to the top of any list, and i put it right at the root 
level (that is. the only window it's in is the one for the hard 
disk I'm running off oO. I usually leave the common tem- 
plates folder open on the desktop as well, so its contents are 
just sitting there, waiting for me to doubleclick on them. 

To launch the program, I just doubleclick on its template. 
If I don't actually want to create a new document, I simply 
close the template when it opens and proceed with my other 
work (opening a buried document, say, or import a text 
document into the program). It only takes a second or two 
longer (if that) to open an application and a template than it 
does to open an application with its Untitled window. 

You're not restricted to one template per program, of 
course. My common templates folder contains three differ- 
ent liisus letterheads, one nonletterhead Misus template, a 
horizontal and a vertical Claris CAD template, an Excel 
template, three PageMaker templates (one-page, two-page 
and horizontal) — not to mention a bunch of documents 
that actually have a lot of contents, like my to-do list (in 
Misus) and my address and phone number list (In Dynodex), 
but which qualify as templates because they're constantly 
being modified. 

ft Trash options 

There are three things you can't throw away without some 
extra effort: applications, locked files and files in use. With 
applications, you get a dialog box asking if you really want to 
throw it away. With locked or in-use files, you get a dialog 
box telling you you're not allowed to throw out the file. 

You can't get rid of files that are in use, but you can 
throw out locked files; just hold I option) while you drag them 
to the Trash. 

ft emptying the trash 

A file isn't deleted from the disk just because you've 
placed it in the 'Trash (on current systems, you can see that 
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this is the case, because the trash can bulges whenever 
there are Items in It). 




You can use the Empty Trash command from the Spe- 
cial menu to empty it, but there are also five ways to flush 
the Trash automatically: 

• launch an application by doubleclicking its icon 
on the desktop 

• copy a file to or from the disk that the trashed file 
came from 

• duplicate a file on the disk that the trashed file 
came from 

• eject the disk that the file came from 

• shut down the system 

There Is one thing that doesn't hang around in the Trash — 
an empty folder. When you drag it to the Trash, it disap- 
pears Immediately. 

4 retrieving files from the Trash 

As long as the Trash hasn't been emptied, you can take 
things back out of it. Doubleclick to open the 'Trash win- 
dow and drag out whatever you want to rescue. If you 
select any item(s) in the 'Trash window and choose Put Away 
from the File menu, the files will zip back into the folders 
that they originally came from. (Put Away also works for any 
files left loose on the desktop itself.) 

4 escaping from switch-disks nightmares 

(Michael Bradley/SZA) 

To escape from one of those interminable switch-disks 
nightmares (the kind that make you want to scream at your 
Mac, You want that disk again? There's something sick about 
your obsession with that disk!). press@Q- Sometimes you 
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have to press it more than once and sometimes It won't 
work at all — but It's worth trying, 

4 why Shut Down is Important 

Using the Shut Down command from the Special menu 
Instead of just shutting off the power Is Important because 
it allows the Mac to write any Information it's holding in 
memory to disk (you may think it's already there, but it's 
probably not). 

Global and desktop macros 

4 basic terms 

A macro is a command that incorporates two or more 
other commands or actions. For more about them, how 
they work, and the various programs that make them, see 
the Macro programs section of Chapter 8. 

Most of the macros we present throughout this book are 
what 1 call LCD macros (for lowest common denomina- 
tor)— waich-me recordings that you can make and play back 
with the simplest macro utilities, like Apple's MacroMaker, 
They should work In any macro program that lets you make 
recordings. 

There are lots of macros you can create to speed up 
operations on the desktop. Global macros work no matter 
where you are, on the desktop or In any application. 

4 basic macros for Finder commands 

Many commands on menus In the Finder don't have 
keyboard equivalents, but you can assign them ones with 
any macro utility. Just start recording a macro, choose the 
menu command, stop the recording and assign whatever 
keys you want to the macro. 

Some commands have to be active In order for you to 
make the macro; others, like Print, don't have to be (you 
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can select the greyed Print command when making the 
macro and it will work later, when you have something 
selected that can be printed). Some commands can't be 
recorded at all with MacroMaker — Set Startup, for example, 
puts you in a dialog box that doesn't let you access 
MacroMaker's Stop Recording command. 

It's Important to plan ahead when assigning keystrokes 
to macros, to prevent conflicts and to make remembering 
the keystrokes easier. Here are some suggestions; 

File and Edit menus; 



Print 


(HTpI 


Put Away 


(IsTyI 


Clear 


dH) 


View menu: 


by Small Icon 


1 Shift 1 36 ImI 


by Icon 


[shitti s§ m 


by Name 


IShlttl 3i |N| 


by Date 


IShIttI IS ID| 


by Size 


IShIttI 3S fsl 


by Kind 


[Shift 1 36 


by Color 


IShIftI ss Id 


Special menu: 


Clean Up 


®0 


Restart 


dH] 


Shut Down 


(dfn 



C^Tp] is currently assigned to Qet Privileges, but how 
often do you use that command? Even though the r¥TPl 
will still show in the menu next to the Privileges command, 
macro commands take precedence over menu commands, 
and will execute the Print command. 
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You're better off if you don't assign keyboard equiva- 
lents to the Empty Trash or Erase Disk commands, neither 
is a command you want to give by accident and the extra 
effort of using the menu helps avoid mistakes. (Fersonally, 
I'd say the same thing about Restart and Shut Down. — An) 
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The macro you make by recording the Clean Up com- jg 
mand plays back as Clean Up Window or Clean Up Selec- ^ 
tion — ^whichever is in the menu when you use the macro. A 
better approach is to hold I option) down when you choose 
the Clean Up command; that gives you the all-purpose 
command that cleans up the whole window even if some- 
thing in it is selected (there's more on these commands in 
the windows section above). 



4 switching applications In MultlFlnder 

Of all my simple-but-useful macros, these are the most 
useful; they switch me to specific applications running un- 
der MultiFinder. All you have to do is record yourself si^ncui 
choosing whichever application you want to switch to from 
the 4 menu. If you use Suitcase or Juggler, use I option) to get 
to the application names without scrolling through all the 
DAs — the ) Option) press will be included in the macro, 

(If you use this macro in MacroMaker and the applica- 
tion isn't open, you'll wind up with a desk accessory pulled 
out instead. Programs like Tempo can read the actual name 
on the menu, rather than just record its position, and they'll 
tell you they can't find what they're looking for.) 

1 use )ctri) for these application-switching macros, fol- 
lowed by a letter that indicates the application. If you're 
not using an ADB keyboard with the )ctri) key, you can use 
some special combination like ) Shift I option)^ . 

Remember to store the switching macros under Qlobal 
macros so they're always available, no matter what pro- 
gram you're working in; and, remember to include the Finder 
as one of the switching macros, so you can get back to it 
when you want. 
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# taking out desk accessories 

It's a good idea to assign a macro key combination for 
each of the desk accessories you use often, I use [caps lockl 
as the modifier key for DA selections because it's awkward 
(you have to unlock it after you use it) and I don't want to 
use it for macros that I need constantly; at the same time, 
it doesn't interfere witii any other giobai or application- 
specific key assignments. 1 also just use numbers for each 
DA because 1 know which ones I use the most— [ caps Lock |T| 
is the Phone Pad, [caps Lock|2| is the Calendar and so on. 

If you do more than just open a desk accessory each 
time you use it, consider recording your next step as part 
of the macro. For example, when I puli out the Phone Pad, 
the first thing I do is hit [ 36 [f[ because i want to find a name 
or other piece of information, MacroMaker won't let you do 
this specific macro because you can't stop the recording 
while a dialog box is on the screen, but Tempo lets me 
record both the selection from the 4 menu and the fl^F] 
sequence. 

Another two-step example — possible with MacroMaker — 
is the way I use the Clipper (reviewed in the Clipboard 
section earlier in this chapter). The first thing I do each 
time I take out the Clipper is to paste the current Clipboard 
contents into it, so my Clipper macro incorporates both 
the 4 menu selection and @0. 

4 a macro that closes all windows 

Molding down [Option I while clicking in a close box closes 
all the windows on the desktop. But you can't record a 
macro for this, since the window whose close box you click 
on won't always be In the same place when you play back 
the macro. Instead, record yourself choosing C/ose from the 
File menu while [optioni is down (which makes the command 
appear as Close All on the menu.) 

1 use [ 36 [ Option for this macro because [ x [w[ is used as 
the Close command in so many applications and because you 
need the I option I key on the desktop to close all the windows. 
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# a macro for opening disk Icons 

Disk icons appear in specific places on the desktop. The 
startup disk is always in the upper right comer, the next 
disk is below it, and so on until there's no room left in that 
column; then the next disk appears to the left of the startup 
disk and on down in that column. Because of this predict- 
able arrangement, you can create macros that open spe- 
cific disks by recording doubleclicks on the spots where 
their icons appear. 

When you record these macros, assign fWTT] to the 
startup disk, fli~T2l to the next and so on. I use (that's 
the zero key) for opening the 'Trash, but Arthur suggests 
1 8S 1-1 (command-minus). 

4 closing everything but the disk window 

Many times, you'll want to clean up your desktop by 
closing everything except the main window — the one for 
the hard disk you're running off of (this macro is pretty 
unnecessaiy on a floppy system). To do that, just string 
together the macros in the previous two windows. (You can 
record previously-created macros as part of a new macro.) 

Assuming you've followed my recommendations in the 
last two entries, all you have to do to make the new macro 
is record 1 3i I option Iw] , then 1 36 1 1 1 . You can also make mac- 
ros that close eveiythlng and then open just the second 
disk, or just the third. Recommended keys: I s§ 1 option fTI , 

1 36 |option| 2 | and so on for the different disks. 

4 date stamp 

If you have the Alarm Clock accessory in your # menu, 
you can create a macro that pastes the current date into 
any document you're working on. Record: 

• Choose Alarm Clock from the it menu. 

• Press for Copy. 
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• Close the Alarm Clock. 
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• Press (lilvl for Paste. 

• Press 0 7 times. 

• Press I Delete 1 1 2 times. 

• Press 0 7 times. 

Because the Alarm Clock puts both the time and date 
on the Clipboard, the 0/Q operations move the insertion 
point through the date to erase the time, and back through 
the date again so your insertion point is after the date again 
so you can continue typing. 

Make sure you store this as a Global macro, so it's avail- 
able no matter what application you're in. 

<1 Control Panel settings 

If you change certain Control Panel settings with any regu- 
larity, you can record macros to do it for you. The Control 
Panel macros I use are for changing the monitor display 
from black-and-white to color and vice versa, and three for 
adjusting the sound volume (off, minimum or medium). 

If what you're changing is in the General settings in the 
Control Panel, there's not much of a problem — the Panel 
comes up each time with General information display. But 
if you record macros for other Control parts of the Control 
Panel (like Monitors, say), you'll have to click on the icon in 
the left-hand column first. If you add or remove items from 
the Control Panel, the position of the icons in the left-hand 
column will change, and you'll have to redo the macro. 
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Font basics 

4 what is a font? (aw 

In regular typesetting, a font Is a particular typeface in a 
particular size and a particular style (bold, italic, etc.) On 
the Mac, however, font has come to mean a typeface in 
every size and every style (what a regular typesetter calls a 
type family). 

For example, Geneva comes supplied in six sizes and, 
on the ImageWriter, it can be transformed into sixteen dif- 
ferent type styles (bold, italic and so on; see the entry 
below on font styles for details). A regular typesetter would 
call that 96 different fonts; to a Mac user, it's all one font — 
Geneva. 

With the introduction of laser printers, which much more 
closely approximate regular typesetting, there's a move on 
to bring the two terminologies closer together. In the glos- 
sary of one of the LaserWriter manuals, for example, the 
definition for font is followed by one for font family— a font 
in various sizes and styies. 

But I think Mac users have gotten too used to their own 
meaning of the word to be pushed back into line with the 
old terminology. When you change the size or style of some 
type, you don't think of it as changing the font. So. through- 
out this book, font is used in the classic Mac sense: a 
typeface in every size and style. 

4 some basic font terms (sza/ah) 

• Monospaced fonts, like Monaco and Courier, give all 
characters an equal amount of horizontal space — an /, 
for example, gets as much room on a line as an m, even 
though the character itself may only be a third as wide. 

This is the way typewriters (and inferior computers) 
handle letters and numbers. Proportional spacing gw/es 
characters different amounts of horizontal space, 
depending on their actual widths. 
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• Baseline, cap height, ascender, descender and x-height 
are easier to show than describe: 



• Leading (pronounced LEDD-ing) is also called line 
spacing — it's the distance from the baseline of one line 
of text to the baseline of the next. (In typesetting, it's 
actually the extra distance added to the spacing, but 
that meaning is dying out, and leading is coming to 
mean exactly the same thing as line spacing.) 

• Both leading and the size of a font are measured in 
points (both on the Mac and in regular typesetting). 
Points are 72nds of an inch. (Actually, to be more 
precise, a point is .01 38" and a 72nd of an inch rounds 
to .01 389". But since the difference between them is 
less than one ten-thousandth of an inch, the distinction 
is. ..well. ..pointless.) 

• Kerning is adjusting the horizontal space between 
letters. Normally, each letter lives in its own little 
rectangle and letters on either side of it don't encroach 
on its space. But type is easier to read, and looks better, 
when certain letter combinations nestle into each 
other — like a lowercase vowel tucked under the 
overhang of a capital T, or the letters in the following 
illustration: 



• SenT fonts have little hooks, lines or blobs added to the 
basic form of their characters; sans serif fonts have none 
(sans is French for without). 



• ••basel1n( 



cap 

heigh 




— x-height 
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normal spacing Kerned letters 





Serif 



Sans Serif 
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# bit-mapped, outline, screen and printer fonts (An) 

Every Mac comes equipped with fonts designed for 
printing on non-PostScript iaser printers iike the LaserWriter 
SC. dot-matrix printers like the ImageWriter. ink-jet print- 
ers, and so on. They're called bit-mapped fonts, because 
they're made up of dots. Bit-mapped fonts are also what's 
used on the Mac's screen; one example is Chicago, the 
font used on menus and in dialog boxes. 

You install bit-mapped fonts with Font DA/Mover. They 
either go directly into your System file or into suitcases 
(described below), which are then activated by programs 
like Suitcase or Font/DA Juggler (described in Chapter 8). 
Wherever you put them, fonts are said to be installed, or 
available, when they show up on an application's font menus. 

There are 72 dots per inch in the characters that make 
up a bit-mapped font — or, to put it a different way, bit- 
mapped fonts have a resolution of 72 dpi. (It's no coinci- 
dence that the standard Mac screen also has a resolution 
of 72 dpi.) 

Although designed for the screen and the ImageWriter, 
bit-mapped fonts will also print out on laser printers, but 
not as attractively as outline fonts, those designed specifi- 
cally for that purpose. 

The characters in outline fonts aren't made up of dots — 
they're composed of instructions for forming an outline of 
each character, which is then filled in. The instructions are 
usually in a programming language called PostScript, which 
was specifically designed to handle text and graphics and 
their placement on a page. For this reason, outline fonts 
are also known as PostScript fonts, although some outline 
fonts don't use PostScript — they use QuickDraw or some- 
thing else (for an example, see the next entry). 

Technically, not all PostScript fonts are outline fonts. 
For example, when you send a bit-mapped font to a 
PostScript printer, a special, bit-mapped PostScript version 
of it is created, (How good it looks depends on the ratio of 
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the size you're printing to the size you have installed. A 
ratio of four to one is ideal — a 48-polnt bit-mapped font 
installed to print at 12-point for example.) But when people 
speak of a PostScript font they're virtually always referring 
to an outline font not to one of these recreations of bit- 
mapped fonts. 

(Some font publishers provide EPS outlines of their 
fonts — graphics of individual characters that you can ma- 
nipulate in programs like Freehand or Illustrator. Don't 
confuse these with outline fonts; they're entirely separate 
from the font itself.) 

The Mac's screen can't display outline fonts directly, so 
each outline font comes in two parts. The actual PostScript 
instructions that get sent to the printer are called the printer 
font. Then there's a bit-mapped font that's used to repre- 
sent the font on the screen, and which is therefore called a 
screen font. 

Like any bit-mapped font, a screen font will print out on 
dot-matrix printers like the ImageWriter, but it won't look a 
whole lot like the actual printer font does when printed on 
a PostScript printer — both because of the lower resolution 
and because the person who designed the screen font knew 
it was only going to be used as an approximation for the 
screen, and therefore probably didn't spend a lot of time 
fine-tuning it for printing. 

(Most writers and publications don't make the distinc- 
tion between screen fonts, as Arthur defines them here, 
and other bit-mapped fonts; they Just use screen font as a 
synonym for bit-mapped font. 1 prefer our approach, but 
you should be aware of the common usage. — SZA) 

When you send a printer font to a PostScript laser printer 
or imagesetter (a digital typesetting machine that can also 
handle graphics), the printer reads the Instructions and 
then draws the characters in as much detail — as high a 
resolution — as it's capable of. (For some comparative printer 
resolutions, see the second entry in Chapter 4.) Sending 
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an outline font to a printer is called downloading it, and that 
gives us the final alias for this kind of font — downloadable. 

For more information on which fonts are the right ones 
to use on various kinds of printers, see the entry tide which 
fonts for which printer in Chapter 4. 



4 Apple's outline fonts 

With System 7 (described in Chapter 6), Apple will intro- 
duce — or has introduced, depending on when you're read- 
ing this — its own outline-font technology. Called TrueType, 
this new kind of outline font is supposed to provide both 
high-quality screen display and terrific-looking printing — 
on dot-matrix as well as laser printers. (Well, OK, what it's 
really supposed to do is to break Adobe's stranglehold by 
introducing high-quality, non-PostScript fonts.) 

it's too soon to list the pros and cons of this new technol- 
ogy and what it means to you. Just be aware that there are 
going to be conflicts and make sure that the fonts you're 
using are the ones your software and printer can handle. 
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4 font styles (An) 

On non-PostScript printers like the ImageWriter, every 
font can be made bold, italic, outline, shadow and any 
combination thereof— which amounts to sixteen possible 
combinations in all: bold italic, bold outline, bold shadow, 
italic outline, italic shadow, outline shadow, bold italic out- 
line, bold Italic shadow, bold outline shadow, italic outline 
shadow, bold Italic outline shadow and, of course, plain 
(which Is cailed Roman in regular typesetting). 

Some of these combinations may seem foolish to you, 
but it's not just a case of meaningless overkill — quite often 
one variation will have Just the look you want and no other 
variation will be quite right. And you'll Find that in another 
font, that particular variation will look terrible and a differ- 
ent one will be Just right. (For an easy way to see them all, 
see the entry on font templates below.) 
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vcry b^ On laser printers, you don't get all sixteen variations; for 

example. It's common for outline shadow to look just the 
same as shadow. How many variations you get depends on 
the font, the application and/or the printer. At least one 
outline font — ^Zapf Chancery — has only three style varia- 
tions: plain, outline and shadow. 

As was mentioned in Chapter 4, there's an important 
distinction to be aware of when thinking about outline fonts. 
Sometimes italics and boldface type styles are separately 
designed by a human being; these are called cuttings (from 
the days when type was designed by carving blocks of 
wood). Other times, the computer algorithmically derives the 
type style — that is, it applies a formula like Increase the width 
20% (to create boldface) or slant right 15° (to create Italic). 
This doesn't look as good, but it's better than nothing. 
('Type which is slanted algorithmically Is usually called ob- 
lique rather than italic.) 
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ll bit-mapped font sizes (An/szA) 

Bit-mapped fonts come supplied in various sizes and, on 
dot-matrix printers like the ImageWriter, they should be used 
only In the sizes you have installed, or In halves or quarters 
of those sizes. Sca/infif— shrinking or enlarging — a bit-mapped 
font can result in some pretty horrendous characters. 

Picture a bit-mapped character as a series of filled-in 
squares on a piece of graph paper; each square represents 
one pixel (one of the dots that make up the image on the 
screen). To double the size of the character, you'd take a 
larger area of the graph paper and color in four squares for 
every one that was Tilled in the original. To double the size 
again, you'd take every square in the second grid and fill in 
four on the third grid (so every square from the original grid 
is now represented by sixteen squares on the third grid). 

The illustration shows the letter F being enlaiiged on Just 
such a grid. (The smallest letter Is actually using an grid that's 
half the size of the one shown — including all those lines In the 
illustration made the shape of the letter hard to see.) 
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You can see that what was an acceptable curve in the 
small letter gets worse with each size increase, producing 
the dread Jaggies (staircasing like that on the right side of 
the rightmost F above). 

Scaling to a size that's not double, quadruple, half or a 
quarter the size of the original creates even more jaggies. 
It's not so bad if you're tripling the size, since each original 
square can translate into nine new filled squares, but let's 
say you're going from 12-polnt to 30-polnt (2.5 times big- 
ger). You can't use half-squares (since each square on the 
grid represents a single pixel on the screen, and pixels are 
the smallest unit the screen can display). So each original 
Filled square will sometimes get replaced by four squares 
(twice the original size) and sometimes by nine squares 
(three times the original size). This produces a mess: 

I 1 point (not installed) 



12 point (installed) 

15 point (not installed) 



1 8 point (installed) 

20 point (not installed) 

24 point (installed) 



32 point (not) 
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The Installed sizes of bit-mapped fonts 
(Including screen fonts) are shown In out- 
line type on the font size menu (which Is 
sometimes part of the Pont menu or another 
menu): 

On poj>up menus inside dieilog boxes, 
no font sizes are outlined — but only the in- 
stalled sizes are listed at all. (There's usu- 
ally a text box where you can type in uninstalled sizes.) The 
Illustration below shows Word's Character dialog box. The 
larger illustration on the right shows the sizes available for 
Geneva (yes, it really Is available in all those sizes); the 
smaller Inset on the left shows the sizes available for 
Bengulat. 



Size 



9 Point 

1 0 Point 
flS l?(DDmQ 
14 Point 

00 PqOddQ 
PsQmQ 




The standard typ>e sizes that almost all applications give 
you on the font size menu are 9-, 10-, 12-, 14-, 18- and 24- 
polnt. Many applications (including all high-end word proces- 
sors and page-layout programs) let you type In any other size 
you want — even, sometimes, fractional sizes like 1 1 .5 points. 

4 outline font sizes (An/szA) 

Outline fonts scale beautifully, since they're composed 
of Instructions, not bitmaps; you don't have to worry about 
limiting your choices to the sizes that are outlined in the 
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menu. But what's displayed on the screen depends on the 
(bit-mapped) screen fonts, which are subject to the scaling 
problems described In the last entry. (See the entries on 
ATM and FontSizer In the font utilities section below for some 
ways to Improve the screen display.) 



4 why font sizes aren't (an/sza) 

Font sizes don't measure the actual height of the charac- 
ters, but rather the distance from one baseline to the next, 
(See some basic font terms above, if you don't understand 
any of the terms in this entry.) Fonts that are nominally the 
same size often vary quite a bit in actual size. For example, 

tfiis is 18 -point Zapf Cfumcery, but this is 1 8- 
point Benguiat. 






very 

hot 

tip 



The letters in Zapf Chancery are smaller in order to leave 
room for the font's exuberant ascenders and descenders 
(that's usually why fonts appear small for their size), if the 
letters were bigger, the ascenders and descenders would 
hit each other; as it is, they just barely clear each other 
(unless you add extra leading): 

Zapf 

Chancery 

font 

Benguiat has a high x-height, which means that its as- 
cenders and descenders are proportionally smaller (look at 
how squished-down the descender on the g is, for ex- 
ample), This makes the type itself bigger for a given (base- 
line-to-baseline) type size. So here are the basic rules: 

• The higher the x-height, the shorter the ascenders and 
descenders, and the bigger a font looks at a given size. 

• The longer the ascenders and descenders, the lower the 
x-height, and the smaller a font looks at a given size. 
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4 tiny fonts (An/szA) 

Remember that the smaller the type size, the more the 
resolution of the printer matters. (At any given resolution. It's 
obviously easier to form a nice-looking 1 2-point character than 
a 6-point one, because you have more dots to work with.) 

Well-designed 9-polnt fonts work fine on dot-matrix 
printers like the ImageWriter, and specially designed 8- 
point fonts can also be quite readable. On 300-dpl laser 
printers like the LaserWriters, 6-polnt and 7-point fonts are 
quite readable (depending on the font) and even some 5- 
point type is le^ble. For smaller sizes than that, you'll need 
an imagesetter, or a laser printer with better resolution 
than 300 dpi. 

4 font weights (An) 

There are many levels of boldness (how thick each char- 
acter is). Here are some common names for the various 
levels, from lightest to heaviest: 

• ultra light 

• extra light, or thin 

• light 

• Roman, book, regular, plain, normal or no adjective 
(just the name of the font) 

• medium 

• demi 

• bold 

• extra bold, heavy or black 

• ultra bold 

4 special type styles (An) 

Some fonts offer type styles far beyond the standard 
sixteen (only on the Mac could you call bold italic outiine 
shadow "standard"). In addition to all the different levels of 
boldness just mentioned, there are condensed fonts (letters 
squeezed together and stretched vertically) and expanded 
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fonts (letters spread apart and stretched horizontally). To 
get special type styles like condensed and expanded, you 
obviously have to install the screen fonts, since there are 
no menu items that correspond to them, 

fl renaming fonts 

Screen fonts can be renamed in programs like Fonto- ja 
grapher or Fontastic (or in ResEdit). You might want to do 
this if there's a particular font you want at the top of the 'h^ 
menu for quicker access (or if you're using fonts from Page 
Studio Graphics, which uses numbers instead of names!). 

If you don't alter the ID number of the screen font, but 
just its name, the right printer font will be found. If you 
rename a printer font, however, it won't be found, and 
you'll get a crummy, bit-mapped printout. 

# printer font file names (ah/sza) 

There is some method to the seeming madness of printer 
font file names. The first five letters are the first five letters 
of the font name; the rest of the letters, usually in groups of 
three, describe the style or further specify the font. So, for 
example, the printer font file for Bitstream's Berkeley Old 
Style Black Italic is named BerkeOIdStyBIalt. 

Here are some of the common style codes used: 



bd 


bold 


fig 


light 


boo 


book 


lit 


lite 


bla 


black 


med 


medium 


bol 


bold 


nor 


normal 


con 


condensed 


obi 


oblique 


dem 


demi 


reg 


regular 


ext 


extra, or extended 


rom 


Roman 


hea 


heavy 


sem 


semi 


it 


italic 


thi 


thin 


ita 


italic 


tit 


titling 


kur 


kursiv 


ult 


ultra 
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il font menu shorthand 

Some fonts appear In your menu with ciyptlc letters In 
front of them. (For the reason behind this. Inadequate 
though It Is, see the entry called font families and menus In 
the advanced font Info section below.) The Initials are the 
modifiers of the main font name. Here are the ones you're 
likely to see, and what they stand for: 



B 


bold 


L 


light 


Bk 


book 


N 


narrow 


Bik 


black 


O 


oblique 


C 


condensed 


P 


poster 


D 


demi 


s 


semi 


E 


extended 


SI 


slanted 


H 


heavy 


u 


ultra 


1 


italic 


X 


extra 


K 


kursiv 







Sometimes you'll see them In combination — XBO, for 
example, would stand for extra bold oblique. 

4 picking fonts (m 

Which fonts to use Is a matter of personal taste, of course, 
but there are a couple of general principles that will help 
c^i!for efficiently. The first rule Is that It takes a while to 

beginners leam whlch fonts you like, so spend some time playing 
with them before making your choices. 

Second (and this may also be obvious), be aware that 
different kinds of jobs require different fonts. You might choose 
one group of fonts to use for your business letters, another 
for your personal letters, a third for your drawings, and so on. 

# font sets (An/szA) 

If you're working on a floppy disk system. It makes sense 
to put together a set of fonts for each purpose, and to 
create separate System flies with different font sets in them. 
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Then, when you set up a new disk, you just transfer the 
appropriate System onto it. (By the way, it's worth your 
while to reduce the number of fonts on each of your disks 
to the number you really need; messages telling you the 
disk is full can get really frustrating.) 

If you're running off a hard disk, you may still want to 
put together various font sets and put them in different 
suitcase files that you can access with Suitcase or Juggler, 

You can keep certain suitcases open all the time, because 
you always need the fonts in them, and only open other 
suitcases as you need them. 

4 a template for viewing fonts (An/szA) 

Some font publishers don't give you full printouts of 
their fonts, so in order to evaluate which fonts you want to 
use, it makes sense to make up a template like the one 
below. Once you've set it up — which might take twenty 
minutes — all you have to do Is select the entire template 
and then change the font in order to get a printout of eveiy 
character a given font can produce, as well as samples of 
the sixteen possible type styles in that font, 

(We also provide this template on The Macintosh Bible 
Software Disks, in two of the formats most commonly read 
by various word processors — MacWrite 4,5 and Word 3. bargain 
See Chapter 19 for details.) 

It doesn't matter which font you choose to make the 
original template, since you're going to be changing it when 
you use the template anyway. I've picked the one this book 
is set in. 

font: ITC Benguiat (BEMG-gat) from: Adobe 

9 point : 1234567890 
abcdefghyklmnopqrstuvwxyz 
ABCDErQHIJKLMnOPQRSTUVWXYZ 

10 point : 1234567890 
abcdefghijklmnopqrstuvwxyz 
ABCDErQHUKLMMOPQRSTUVWXYZ 
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12 point : 1234567890 

abcdefghljklmnopqrstuvwxyz 

ABCDEFQHIJKLMMOPQRSTUVWXYZ 

14 point : 1234567890 

abcdefghljklmnopqrstuvwxyz 

ABCDEFQHIJKLMriOPQRSTUVWXYZ 

18 point : 1234567890 

abcdefghijklmnopqrstuvwxyz 

ABCDEFQHIJKLMriOPQRSTUVW 

24 point : 1234567890 
abcdefghijklmnopqrstu 
ABCDEFQHIJKLMNOPQR 

unshifted symbols ; ' - = ( ) \ ; ' , . / 

shifted symbols ;- !@#$%^&*()_ + {) I :"<>? 

o ption keys ; 

'j™£*oo§1|.e9_^ 

ae 

0*gVJ~|i<> + 

shift-option kevs: 

CE „ %o A E A B 0 n 
A 1 1 i 1 6 6 4 6 u 7E 
0 0 c 0 1 * - - • ^ 



ff / 
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accent characters ; 
a E e 1 6 u 
A ^ 6 i 6 u 
a e i 6 u 
A a e 1 0 0 U u 
A a 6 6 ft 

This is bold. This is italic. Outline. Shadow. Bold 
italic. IB®Ildl ©unftDfimcBo Bold shadow. Italic out- 
line. Italic shadow. OMtOiiii® s!iiia<tll©w. BaDEdl 
SftmEScs (s>mMEm(So Bold italic shadow, ©©flea 
(S>mtiQ 3 iD(S sIlQ£cO(£>Wg Italic outline shadow. 
m(sEdI UsiM<s (QmUimKS siZafidToisyo 

Here are some pointers on how to set this template up 
for yourself. You might as well begin by just typing in ours, 
or copying it from The Macintosh Bible Software Disks. Then 
you can customize it any way you want. 

The shifted and unshifted symbols are shown in the 
order in which they appear on most keyboards, from left to 
right and top to bottom. Because the characters produced 
by the [option] key (with and without the Isninj key) don't ap- 
pear on the keyboard, we've set it up so that each row 
represents a row of keys. This makes it easy to find the 
symbol on the keyboard. 

Since the last edition, we've added accent characters to 
the template. For more about them, see the special char- 
acters section below. 

Although all fifteen type styles are shown at the bottom 
of the template (plain text is omitted because most of the 
rest of the template is in it), it makes sense to give your- 
self a bit more of a look at the three most useful ones: 
bold, italic and bold Italic. So we’ve put the title (font 
and publisher) in bold italic, the type sizes in Italic, and 
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the subheads below the type sizes (unshifted symbols, 
shifted symbols, etc.) In bold. We've also underlined those 
subheads and the type sizes, so you can see how under- 
lining looks with the font. 

Because the 8-1 /2 x 1 1 page you'll use to print out the 
template is wider than this 7x9 page, the template we 
supply on disk completes the 18-point and 24-point al- 
phabets that are cut off above. It also puts the I option I and 
[Shift I Option I keys side by side. If you're typing the template 
in yourself, be sure to make both of those changes. You 
may also want to make the special characters or the style 
variations bigger, so you can see them better; with most 
fonts, the whole template will still fit on a page. 

Each time you select the template and change it to a 
different font, you may have to readjust line breaks and 
even lop a few letters off some of the larger alphabets. 
That's because, as explained above, fonts of the same 
nominal point size vary quite a bit in actuai size, both in 
height and width. 

When using the template for a bit-mapped font, it makes 
sense to only show the sizes that are installed, because 
scaled sizes of bit-mapped fonts generally look wretched. 
For outline fonts, you can use all the sizes in the template, 
and even add more if you want. 

Like Benguiat in the sample template above, most out- 
line fonts have special characters for every possible slot. 
Bit-mapped fonts almost never do. When a font doesn't 
have a given special character. It will produce the missing 
character box: □ (its appearance varies with the font, but 
it usually looks pretty much like that). But the missing char- 
acter box will only print on a dot-matrbc printer, not on a 
laser printer. 

4 The Macintosh Font Book (An) 

Font maniacs like myself always like nice new books on 
Macintosh fonts, and The Macintosh Font Book by Erfert 
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Fenton (Peachpit Press) Is the best I've seen. It's full of 
useful Information and is clearly and engagingly written. 



There are lots of illustrations, a glossary and several helf> 
ful appendices. The book costs $24, but If you use Mac fonts 
frequently, want to develop a good grasp of typrographlc prin- 
ciples or just have a thing about fonts, I think you'll find it a 
good investment. 




very good 
feature 



# a ft'ee book on type (ah) 



Compugraphic, which publishes a wide range of Mac 
fonts (their samples didn't get to me in time to show them 
in this edition), distributes an excellent 60-page booklet 
called The Art & Technology of Typography. It's a terrific 
introduction to all the basic concepts, and it's thoroughly 
(and well) illustrated. Best of all, they'll send you it for free, 
just for the honor and privilege of having you on their mail- 
ing list. To request a copy, write the Compugraphic Type 
Division, 90 Industrial Way, Wilmington MA 01887. 




very good 
feature 




Special characters 



4 the standard special characters (An/szA) 

There are some pretty bizarre characters on the Mac's — 
or just about any computer's — keyboard. For example, 
there's the backslash ( \ ), the vertical bar ( I ), the lesser 
than and greater than signs ( < > ) and so on. But when 

people talk about special characters on the Mac, they mean 
ones that aren't shown on the keyboard at all. To get one of 
these special characters, you hold down the loptionl key while 
pressing another key. 

Let's say you want to type: Hein, salopardl Farlez-vous 
franoais?To get the special character f in frangais, you hold 
down I Option I while hitting 0. To get certain other special 
characters, you have to hold down the I Shift | key as well. For 
example, if you hit I shinl option [c| , you get an uppercase Q 
instead of a lowercase one. (In this case, the two characters 
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are related, but sometimes the I option I and [smnlloptionl 
characters have nothing to do with each other.) 

Some fonts have idiosyncratic special characters of their 
own, but there's a set of standard special characters that 
virtually all fonts share. No bit-mapped font contains ail of 
them — Geneva and Chicago seem to have the most — but 
most outline fonts have the full set. Here they are: 



' ' 
1 


M £ 






3 a 


- gfc 


oe 


S ' 


]®j 


t ¥ 


0 Tt 


tf i 




{ 


t D ( 


LU 


© • A 


o 


.. ae 




Q « 


Tr 


y / - 1 


X < > 








Oi>fion 




LJ 




We've listed these standard special characters by cat- 
egory in the next entry. Some special characters do double 
duty; for example, the square root sign can serve as a 
check mark. When a character has more than one func- 
tion, we list it under each category where it can be used. 

# special characters by category (ati/sza) 

accent marks for foreign languages 

'Two foreign accent marks — the tilde ( ~ ) and the accent 
grave ( ' ) — are regular characters on the Mac's keyboard, 
marked right on the keys. But it's not clear what you're 
supposed to use them for, since if you just press one of 
those keys, the character always appears on a space of its 
own, not above another character. 
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The accent marks in the table below — including a differ- 
ent tilde and a different accent grave — ^work the way they 
should. When you hit the key combination shown in the 
last column, nothing shows up on the screen. But when 
you type the next character. It appears with the appropriate 
accent mark above it. So, for example, tvpina loptionlEl - does 
nothing, but then typing e produces 6. 



acute accent; accent aigu 


{a 6 f 6 Li !) 


1 Option m 


grave accent; accent grave 


{a 6 i 6 u} 


1 Option! '1 


^ circumflex; circonflexe 


{a§i6u) 


lOptlonl^l 


dieresis; umlaut {a e 


1 0 u A 0 0} 


1 Option 1 ul 


~ tilde 


{a h 0 N) 


1 Option 1 n 1 



These accent marks won't appear over just any letter you 
type — It has to be one the Mac thinks makes sense. If you try 
to put an accent over a different letter, the accent appears 
by itself on one space and the letter on the next — like this: 
'A. The third column in the table above shows the letters 
you can put each accent mark over. (If you want to produce 
an accent over a blank space, you can always do that simply 
by hitting the appropriate key, then the space bar.) 

foreign letters, letter combinations & abbreviations 



o 

a 


|Option|a| 


o 

A 


1 Shift! Option! a! 


ae 


1 Option! 


/E 


1 Shift! Option! 


? 


1 Option 1 c 1 


C 


lShlft!Optlon!cl 


0 


1 Option! ol 


0 


1 Shift! Option fol 


oe 


(Option! ql 


CE 


1 Shift! Option !q| 


ft 


1 Option! 9 1 
1 Option! s 1 


Q 


1 Shift! Option !''J 
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1 


begins questions in 


Spanish 


lOptlonI?! 


i 


begins exclamations in Spanish 


1 Option rn 


« 


European open quote mark 


(Optionl \ 1 


» 


European close quote mark 


1 Shift! Option N 


These last two symbols are called guillemets (gee-may). 


monetary symbols 






£ 


pound sign 


1 Option fal 




¥ 


yen sign 


I Option fv) 






cent sign 


1 Option Rl 




legal symbols 






§ 


section mark 


1 Option! el 




Tl 


paragraph mark 


1 Option fTI 




TM 


trademark 


1 Option I¥) 




© 


registered mark 


lOptioniRl 




© 


copyright symbol 


1 Option 




well-known mathematical & scientific symbols 


— 


minus sign 


foptlon|-| 






division sign 


1 Option! / 1 




V 


square root 


[ Option! Vl 




oo 


infinity sign 


[Option ID 




K 


pi 


1 Option fF| 





degrees 



1 Option I Shift f¥| 



o 
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not-so-well-known mathematical & scientific symbols 

Since some of the symbols below can represent about a dozen 
different things, depending on the field of study, we simply give 
you their Greek names and/or what they most commonly stand for. 





not equal to 


|Optlonl = | 




more or less equal to 


1 Option! x| 


< 


less than or equal to 


(Option I*.) 


> 


greater than or equal to 


[option 1*“.] 


« 


much less than 


(Option I \ 1 


» 


much greater than 


( Option I M 


± 


plus or minus 


fOptlonl*-! 


o 

A 


Angstroms 


[shift [Option lA| 


a 


delta; differential, variation 


(Option! D| 


A 


capital delta; increment 


( Option m 




lowercase mu; micro- 


1 Option |m1 


Q. 


capital omega; ohms 


I Option in 


f 


function, f-stop 


|Optlon|F( 


I 


capital sigma; sum 


I Option (wl 


J 


integral 


( Option fsl 


n 


capital pi; product 


1 Shirt! Option fp] 


— 1 


logical not 


! Option nn 



typographic, graphic & miscellaneous symbols 

“ double open quote | Option fTI 

double close quote I Shift I Option |T1 
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single open quote 


(Option I ] 1 


9 


single close quote 


[Shift I Option 1 } 1 


— 


en dash 


(OptionI-| 


— 


em dash 


1 Shift 1 Option Pn 


V 


check mark 


(Optlonlvl 


0 


diamond 


1 Shift I Option fvl 


t 


dagger 


(Option in 


• 


bullet, for lists 


1 Option m 


... 


ellipsis 


(Option! J ( 




Apple symbol 


(Shift jOptlon(K| 


• 


dot accent 


( Option nri 


a 


currency 


(ShlttIOptlon(2( 



# mnemonics for special characters (sza/ah) 

The easiest way to find special characters is to keep 
^=3 them in memoiy — ^yours, not the computer's. Many of the 
to? special characters are placed logically, and if you're lucky, 
the ones you need most often will have some reason for 
being on the keys they're on. If they don't, you can always 
look for a connection that means something to you. 

The fact that the bullet and the degree mark are both on 
the [|] key is easy to remember, because they resemble the 
asterisk ( |shin|¥l ) that's printed on the key. The dagger ( t ) 
looks like a T, and you get it with I option I T| . The diamond ( 0 ) 
and square root/checkmark ( V ) are on the 0 key, and the 
shapes of both incorporate l/'s. 

The copyright symbol can't be on the 0 key, since g and 
Q are already there, but its shape is similar to the 0 and 
that's where you'll find it. The ellipsis (...) is on the same 
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key as the colon ( : ); since the ellipsis has three dots and 
the colon two, that's easy to remember too. Other easy 
connections to make are ;rand n on 0/ ® on 0, n (mu) on 
0, ^ on 0 aiong with the $ sign and ¥^(the yen sign) on 0, 



4 hyphens and en dashes in different fonts (Michael Bmdiey) 

Hyphens should always be shorter than en dashes (which 
you get with (optionPH ) but sometimes they're not. It varies 
with the font. For exampie, it's true in Benguiat but not in 
Chicago or in Geneva: 

hyphen en dash 

Benguiat 

Chicago - 

Geneva 10 

Geneva 12 




bug 



The only way to tell for sure with any font is to type a 
hyphen and an en dash and compare them. 



4 characters you can't type 



There are four characters in most outiine fonts that you 
can't type from the keyboard — there just aren't any key 
sequences that supply them. But since some utilities and 
applications (like Word) let you enter a character's ASCII 
code, here are the elusive characters, their names and 
their ASCII numbers: 






vcty 

hot 

Up 



i cedilla 252 Hungarian umlaut 253 

Ogonek diacritic 254 '' Carib diacritic 255 

Zapf Dingbats has arrow characters for three of the codes 
(the fourth is biank): 



(252) (253) =^> (254) 

The Symbol font has three characters for those codes too: 
1 (252) }■ (253) J (254) 
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Those characters may not seem veiy useful (or even 
recognizable) at first glance, but here's what they look like 
when you type one underneath the other: 



If you don't have a program that lets you generate char- 
acters by their ASCII codes, find a friend who does and 
have him or her create a text file containing the three char- 
acters. Paste the contents of this file into a DA like the 
Scrapbook or the MotePad and then just paste the charac- 
ters into documents and change them to the right font, 
whenever you want them. (Most DAs use bit-mapped fonts, 
so you won't see the special characters; they'll be shown 
as the missing character box, but the correct ASCII charac- 
ter will still be there.) 



4 Jury-rigged itactlons 

Some fonts give you fractions, but most don't. Here's 
^=3 how to Jury-rig them: 

very 

• First, don't use subscripted numbers. The denominator 
(bottom number) of a fraction should sit on the baseline, 
not below it. 

• Change the size of the numbers in the fractions to just 
over half of the point size of the main text. If the regular 
text is 1 2 points, make them 7 points; if the regular text 
is 1 0 points, make them 5.5 points (if the application 
you're using will let you, 6 points if it won't). 

• Some applications automatically change the size of 
superscripted numbers, and generally make them too 
small. If this happens, select the number and change its 
size after it's been superscripted. 

• Don't use the regular slash — use a special character ( / ) 
you get with I Option) Shift 1 1 1 . Its got a shallower angle 
than the regular slash ( / ). Use it in the regular point size. 

• If your application lets you kern numbers, move both 
numbers in towards the slash. 
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Fine-tuning fractions takes some time — ^you'll want to 
tiy different superscript offsets if your application lets you. 

But once you've worked things out for a given font, it's 
easy to do it again. (For an easier approach, see the entry 
below called fraction fonts.) 

# creating special typographic effects (An) 

To distort a headline or other piece of display type for 
special effect, type It first in any draw program (but not a » 
paint program; you need object-oriented graphics). Then 
paste it into a word processor or page-layout program, ei- 
ther through the Clipboard or the Scrapbook. (You can 
actually do the whole process in Word, To find out how, 
see the entry called the graphics dump in the Word tips 
section of Chapter 10.) 

Once it's there, select it and reshape it to stretch the 
type horizontally, vertically or both. It will look terrible on 
the screen but when you print it out on the LaserWriter, the 
characters will have the same crisp, clean edges that out- 
line fonts normally do. Here are some examples of the 
kinds of effects you can get: 




(The fonts being distorted are Adobe's Cooper Black 
italic, Casady & Qreene's Kells and their Gazelle.) 



vcty 

hot 

tip 
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very good 
feature 


You can also use a draw program to drop out (reverse out) 
type — that Is. to give you white type on a dark background. First 
create a solid shape filled with black (or grey, or any other 
pattern you want for the background). Then either drag some 
outline type on top of It or, with the filled-ln shape selected — 
choose Outline from the Style menu and start typing. 

You can combine both these techniques, creating white 
writing on a dark background and stretching it once it gets 
into your word processing program. These typographic spe- 
cial effects also work on the ImageWriter, but you don't get 
smoothing and the results don't look anywhere near as good. 

(There are programs out that will give you much fancier 
effects than these, and much more control over them. 
They're described in the font utilities section below.) 

Special fonts 

4 pictorial characters (ah) 

One of the best features of the Macintosh is the avail- 
ability of pictorial characters — little Images you can place 
In a document with nothing more than a keystroke or two. 
The best-known pictorial fonts are two bit-mapped ones 
from Apple — Cairo and Mobile (formerly know as Taliesin). 

Casady Greene offers some useful pictorial fonts for 
the ImageWriter, including one that contains architectural 
symbols and drawings (like a little toilet, or an overhead 
shot of a person walking), and a whimsical one called Im- 
ages. Dubl-Cllck publishes several pictorial outline fonts, 
including laser versions of Cairo and Mobile. (See the bit- 
mapped font sampler section below for more details.) 

The best way to arrange a pictorial font for reference is 
by categories, rather than by the keys that generate the 
characters. That way you can look for what you want in- 
stead of having to scan a whole list or table. Eveiy publisher 
of a pictorial font ought to provide a printout of it by logical 
categories, but since they don't, the following entries give 
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you some. They cover four of the most widely used picto- 
rial fonts — Cairo, Carta and two outline fonts that come 
with most LaserWriters — ^Zapf Dingbats and Symbol, 

One final note: if a pictorial character (or any other kind 
of nonstandard special character) uses one of the foreign 
accent mark keys, you'll have to hit the key twice (or hit it 
and then hit another) to generate the character (because 
normally that key waits for you to type a letter to put the 
accent mark over). So, for example, to get the character ® 
in Zapf Dingbats, you have to hit I option |u] (which normally 
generates an umlaut, " ) twice; if you just hit it once, noth- 
ing will happen. 

In general, whenever you have to hit one key (or keys) 
and then another, rather than all together, we separate the 
keys with a comma (e.g. I option fu] , Ishinlo] ). 




4 key-caps fonts 

rieedless to say, you need a special font to produce key- 
cap characters like (^, [Option] and j Shin I (not to mention 0/ 
(¥) and 0). The second edition of The Macintosh Bible used 
a bit-mapped key-caps font from Dubl-Click called Manhat- 
tan (aside from the special characters, it's basically Mew 
York, hence the name). 



This is Manhattan. It gives you Macintosh symbols 

like ^ ^ <3^ |Tab| [Click! j Option} [Enter} [Drag] and [88 j . 

Manhattan is showing its age. however-it has no [ Delete [ 
key cap (only [Backspace) ) and no key caps for many keys 
on the extended keyboard. 



Casady 8c Qreene's Hacker is another bit-mapped key- 
caps font. 0Q(T|0(|]0 |T|0Q0|T| |T](T|00 |T|0(I)(il 

000 00000000 0000000000 
0000 [Return} [Caps Lock [ [ Saue [ Copy ^ 0 ^ 



000 



0 



Page Studio Graphics offers ten key-caps fonts; we 
are using two for the key caps in this book. The first one — 
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vcty good 
feature 




very good 
feature 



PIXymbolsCmdKeys — has the cap letters and most of the 
special keys. My only quibble with It Is that there's no Con- 
trol key with the word spelled out as It Is on Mac key- 
boards — they provide only Ictril . 

The other font we're using — S2 1 1 SPlXymbols (yes. that's 
its name — isn't that stupid?) has lowercase letters (000 )* 
symbols for the special keys like those used in menus ( 0 
0 (§] ) and key caps for certain keys that have two charac- 
ters on them (000), just like the keyboard. 

Both fonts have a simple, thin line for the key shape, so 
the characters print nicely at the LaserWriter's 300 dpi. 
Variations on the key outline — light or heavy, shadowed, 
gray, double (sort of three-dimensional) — Is what's differ- 
ent about the other PlXymbols fonts. There's even a roll- 
your-own key font in which you type the left half of the key, 
the character you want and then the right half of the key. 

For more on Page Studio Graphics' other special fonts, 
see the next entry. 



# FIXymbols fonts 

Page Studio Graphics offers a line of specialized picture 
fonts — veo' specialized. There's one, for example, for the 
travel and recreation industry that has icons for lodging 
and transportation and includes all the standard icons used 
by the Department of Transportation and the national Park 
Service. Others include international road signs, business 
Images, telephone buttons and Images, form construction, 
digital characters and clocks, apothecary measures, braille 
and astrology. (There are also a number of key-caps fonts, 
covered above.) 



One of the PlXymbols fonts Is full of Macintosh icons 
and symbols, like: 








Here's a sample of the font for travel and recreation: 
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Did you notice that I didn't refer to either of these fonts 
by name? That's because neither one has a name. Page 
Studio Graphics, having decided that they have too many 
fonts to be able to assign meaningful names to them, has 
assigned each a number. When 1 spoke to them about it — 
noting that, with four of their fonts on my menu, I was 
having trouble remembering which was which,they said that 
most people have trouble remembering font names. 

When 1 suggested that most people would have even 
more trouble remembering numbers, they said that after 
thousands of sales, no one had ever complained about the 
numbering ^stem, but that 1 was certainly entitled to my 
opinion. (By the way, if you want either of the fonts shown 
above, they're called 2002 and 4108. Mo, wait, that's 2020 
and 4018. ..1 think.) 

Page Studio's fonts are nicely designed, but the company's 
not great on details. First, there's the name/number problem. 
Then there's the problem of font conflicts. Because they 
haven't converted to liFriTs, some of their font ID numbers 
dash with some of the lower-numbered standard fonts. They've 
said they're converting to NFriTs eventually, but there's no 
target date and apparently no rush. (Again, no one's com- 
plained yet.) Conversion isn't a big deal (you can do it your- 
self, by running the fonts through Font/DA Mover) and certainly 
not time-consuming, so the delay isn't really understandable. 

Another annoyance is the lack of standardization in Page 
Studio's reference cards. The two 1 have are set up entirely 
differently, which makes it hard for me to figure out what 
key combination is needed to generate a character. 

This is a situation where 1 have to recommend a product 
in spite of the publisher's attitude (after all, how much 



very bad 
feature 




very bad 
feature 
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support are you going to need for a font?). If you need 
these fonts, you can deal with the problems. But complain I 
And if you can find a suitable font from another company, 
get that instead. 





very good 
feature 



4 Vtllity City 

Utility City is a font that's included on the disk with ail of 
Dubl-Click Software's World Class outline fonts. It's a derived 
font— that Is, it borrows characters from Times, Helvetica, 
Symbol and Zapf Dingbats to create its own characters. 

Among its many talents. Utility City gives you true frac- 
tions (without the jury-rigging described on pp. 374—75). It 
also lets you combine buttons, boxes and checkmarks. 
Here are some of the checkmarks: 

/ V* v^X 



And here are some of the boxes: 

□ □□□□□□□□ □ 




important 

warning 



utility City's checkmarks have negative width — when you 
type one, the insertion point ends up to the ieft of the 
character, so the next character you type is printed on top 
of it. (Be aware that this makes it very difficult to edit what 
you have typed.) 'Typing a box over a checkmark looks like 
this: 

[Zl □ 0 0 0 0 



utility City also gives you different angles on some of the 
Zapf Dingbats: 

# •#11 Hi*- # ^ % 

Symbols Qalore and MathWhIz, also from Dubl-Click, 
take a similar approach to combining characters from other 
fonts to create new ones. 
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4 Zapf Dingbats by categories (ati/sza) 

When Zapf Dingbats Is the selected font, all you have to 
do to generate any of the pictorial characters shown is hit 
the key(s) indicated. 



arrows (fat tails) 

I Shift 1 Option fi] 



[ShlftiOptlonlXl 





IShlttlOplIonlNl 




[ Shift] Option] <[ 


< 


IShIttlOptlonI >1 




[Shift] Option fw] 


aSrr 


[Shift I Option] Z| 






arrows (hollow) 








[Shift! Option] D| 




[Shift] Option 1?! 


c> 

r—IK 


[Shift I Option ]G] 


o 


[Shift [OptlonlH] 


O 

f ^ 


[Shift [Option] 1 [ 


o 


[Shift] Option fsl 


o 


[Shift]Optlon] J[ 


o 


[Shift] Option ]l[ 


arrows (solid) 






—> 


[Shift] Option ]'i[ 




(Option] PT] 




[Shift [Option] 4] 




[Shift [Option] 5 [ 




[Shift [Option] 9 1 




[Shift] Option ]".[ 




[Shift I Option 1 1 1 




[Shift [Option] 2] 




[Option] /[ 


X 


[Shift] Option ]V[ 


1 


[Shift] Option] Y[ 




[Shift] Option] U] 




I Shift] Option ]T| 




[Shift] Option |u] 
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arrows (stylized) 

|Optlon|h| 

I Shift! Option 
^ I Shift I Option 
^ [Shift I Option! El 



lOptlonfiTI 
I Shift! Option f71 
^ I Shift! Option !’o| 

Z) I Shift! Option FT1 



arrows (hard to get at) 

There's no keyboard access for these characters, so they're shown 
with their ASCII codes in parentheses. See the entry above called 
characters you can't type tor information on how to generate them. 

^ (252) (253) (254) 



asterisks (florettes, snowflakes, starbursts) 





0 




0 




m 


Tjs 


0 




0 


❖ 


CD 


4'- 


□ 




0 


dib 


□ 




m 


❖ 


0 




o 


❖ 


1 Shift rii 




[Shlft!c[ 


4* 


[Shift fol 


1 Shift !¥1 


♦ 


[ Shift fol 




[Shift FrI 


* 


1 Shift fsl 


* 


[Shift! T[ 




(Shift !u[ 




( Shift fv| 


# 


[ Shift !w[ 




[Shift fx[ 


* 

tt 


[Shift !y| 
[Shift pi] 




[ShiftTzl 




[Shift [6 [ 
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braces and brackets 
K. lOptlonlUl , IShlttUn 
( I Option [U| . [Shift I A| 

( I Option I Ul . 0 

f I Option I 0 

{ I Option FnI , IShlftjNj 



boxes and bars 

■ 0 

□ © 

I a 

card suits 

^ I Option fel 
V I Option! 2 1 



□ 

□ 

I 



check marks and x's 

/ © ✓ 

X © X 



crosses 

# © t 

+ IshinfTl ^ 

t fsi^ ® 



y I Option (¥1 , 0 

) I Option I e 1 , [ShiftTEl 

) [OptloniNL © 

} I Option] I I , 0 

) I Option ful , [Shinfo] 

0 □ © 

O I 0 

0 

4* I Option 0 
♦ [Optlonlg] 

a X © 

0 X © 

0 +0 

[Shift© ij* [Shift© 

[Shift© 
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fat quotes 

^ I Shift IM ^ I Shin Pi 

^ Ishinpvl ^ [shinfl 

geometric shapes (miscellaneous) 

• □ O© |0 A0 

▼ Q ♦ 0 ❖ 0 

hands 

^ Q ^0 [shin|8| I Shin 0 

miscellaneous 

^ I Option! s I ^ I Option 171 

^ [ Option 0 ^ I Option! Shin 0 



numoers isans 



© ! Option! Shin 0 

© ! Option! 1 1 

© ! Option 0 

© ! Option 0 

© ! Option! f! 



© ! Option 0 

© ! Option! 1 1 

® ! Option in 

© ! Option! Shin 0 

! Option 0 



numbers (sans serif, white on black) 

O ! Option {Spacebar! O ! Option 0 
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0 


( Option 1 ' 1, [Shift I A| 


o 


0 


[OptlonI nj, [Shift I A| 


0 


O 


[ Option m, [ Shift fol 


0 


0 


[Option! Shift lQ[ 


0 


numbers (serif, black on white) 


0 


fOptlonIu[, (OptlonI u[ 


© 


(D 


[ Option! = [ 




(D 


[Option! Shift FT] 


© 




[Option! Shift !o[ 


© 


0 


[ Option m 


0 


numbers (serif white on black) 


o 


( OptlonI dl 


© 


0 


[ Option !w[ 


0 


© 


[Option!Shlft!P[ 


0 


0 


[OptlonI p1 


© 


© 


! Option! b[ 





ob jects (miscellaneous) 

^ (Shift rn ® I Shift 

0 |Shlftl7( S>< [ShIftI "1 

^ |Shlft|4| I Shift I ) I 



[ Option I - 1 
I Option I Shift l-l 
[Option I 

[Option I Shift m 



[Option I Shift Pn 
[Option I, [ 

[ Option rn 

[Option! y [ 
[Option! j [ 



[Option! 9 [ 

[ Option !‘o[ 

[ Option ! 2 [ 

[Option! ‘i[ 

[Option!^ 

^ [ Shift !3| 

^ [Shift m 

® □ 
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pens 


and pencils 

m 


(2] 








□ 


m> (7) 






stars 




[ShlttlAl 




> 


[ShlttjF] 




1 Shift 




★ 


[ Shift fiT] 


☆ 


1 Shift rn 




O 


[Shift 1 71 




[Shiftily 






[ShIftiLl 


★ 


[Shift [Ml 




'k 


[ Shift FnI 


'k 


[ Shift jO[ 




☆ 


[ShlftlPl 



4 Zapf Dingbats by keyboard 

Here's how the dingbats are arranged on the keyboard. 
To get the characters on the top of each each square, you 
hold down I shift | ; to get the characters on the right side of 
each square, you hold down I option I (so the character in the 
upper right is I option | Shift | and the one in lower left is just 
plain — neither I Shift I nor [option] held down). 





oo (2) 


1* 

k V 


✓ T 


8s -♦ 

✓ ? 


® —¥ 
X ® 


H V 


1^^ 

X « 


X 1- 


* © 


B >■ 

^ o 


^sur 

e 


t ® 






% e 
□ o 


# > 

» e 


❖ > 
« 


>!< 

n * 


* 1^ 

T D 


* 

1 1 




1 ® 


♦ 


* ( 
□ 1 


HD 


tJ I 
□ ( 


D 

0 


‘ ( 

>ie 1 


0> 


a -+ 
♦ 


* ® 






i 

« { 


A 


♦ ^ 
« O 


♦ o 


* ♦ 


★ <0 


0 o 
* ® 


☆ D 
* ♦♦ 


☆ o 

• ® 


+ 0 

+ ® 


3<(l> 
® © 







* A. 


+ ( 


* I 




Wv 




A »> 




t ® 


j_iiL 




» 1 


A ® 


o© 


JL!L 











And at the top of the next page are the key sequences for 
the accent characters: 
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First, 

4^ then-4 


1 Shift 1 
0 




1 Shirt 1 

E 


0 


ID 


Shift 1 

(fi) 


0 


IShlftl 

CD 


0 


ishirtl 

El 


lOotionllel 




> 


J 
















iOptionll ' 1 


0 


( 


















lOpllonll i 1 




} 


















lOptfonliul 


( 


[ 








} 




< 






lOptionlln 1 


o 


) 








o 








{ 



it Zapf Dingbats by logic 

For those of you who think the arrangement of Zapf 
Dingbats' characters defies all logic, here they are in order 
of ASCII number: 





Sx 


3^ 


8€ 


w 










I*- 


US’ 








@> 




CS> 


•> 


✓ 


✓ 


X 


K 


X 


X 


+ 


+ 


+ 


■fr 


t 


D* 


t 




>> 


+ 








> 


<► 


★ 


☆ 


o 


k 


★ 


★ 


★ 


'k 




♦ 




* 




* 


* 


# 


* 




• 


* 


* 


* 


* 








o 


* 






* 


^1^- 










• 


o 


■ 


□ 


□ 


□ 


□ 


A 


T 


♦ 


❖ 


1 


1 


1 


1 


6 


9 


<( 


99 


( 


) 


( 


) 


( 


) 


< 


> 


1 


} 


( 


) 


1 


1 




• 


• 




>■ 


w 




* 


♦ 


V 




(D 




(S) 


® 


® 


© 




(D 






0 


0 


© 


o 


0 


© 


9 


© 


© 


® 


© 


© 




® 


® 


(D 




(D 


(D 


(g) 


0 


0 


0 


O 


0 


0 


9 


O 


0 




-> 


-> 








— ► 






-> 


— > 


-» 




ilii^ 


■» 


>- 


>► 


> 






1 












o 


o 


o 


o 


D 






S-*’ 












♦> 




W¥ 

















See? There is some order, after all. 
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# Cairo by categories (Am 

When Cairo is the selected font all you have to do to 
generate any of the pictures shown is hit the key(s) indi- 
cated. 



animals 

(D 

arrows 

-► 0 
♦ 0 

art tools 

^ 0 

buildings 

iHd I Shift m 

jdi I Shift rn 



^ [si^m 

I Shift I K| 

t 

c> 

r 0 

I 



0 
0 

(Shift 0 

0 

t. 0 

[Shift |o| 

(Shift |w| 

☆ 0 



?> 0 
% 0 

^ 0 

f Q 

ffl [SMllfRl 
j 3^ [Shift [^ 

a 0 



celestial objects 
^ fShiftT2l 5 0 



electrical symbols 

-W- 0 HI. 0 



wv 0 



^ 0 
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everyday objects — bigger than a breadbox 



OC El 


1^ ( Shift |d| 


s 


a 


(Q) fshirtFI 


jc I Shift rn 




0 


everyday obiects — smaller than a breadbox 




1 0 


B ( Shift fsl 






$ □ 


"V* |Shift|7| 






cj* (U) 


f 0 






@ 1 Option ful, 1 Shift IaI 






food and drink 








<b □ 


1 Shift 1 1 1 


(5 


0 


^ 0 


& s 




© 


fruits 








^ IShIftiBl 


^ I Shift 






^ 1 Shift ITl 


C fshirtTT) 






miscellaneous 








^ IShlftlll 


$$$ 0 # 


I Shift (¥| 


^ 1 Shift |0| 


f fstitlvl + 


a 




t IShiftlPl 


r- © "TO 


IShiftI )| 
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musical symbols 

4 I Shift 1 7] 

I Q 

parts of the body 

0 •• [Shiftily 



= □ 

J [Shift 0 

<V> 0 



<B> 



I Shift 0 



plants & parts of plants 

4 [st^nn T □ 

^ I Shift 0 ^ I Shift 0 

^ [Shift 0 ^ [Shift 0 

^ [Shift 0 

things you wear 

0 Q [ Shift 0 

[ Shift 0 I 0 

transportation 

[ Shift 0 '<n> A. [ Shift 0 

fst00 0 



[ Shift 0 
[sF00 

0 



0 0 



P^mig 

00 00 



[ Shift 0 
[ Shift [ Option 0 
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# Cairo by keyboard 

Here's Cairo by keyboard. You'll notice there are only 
two characters per key; that's because Cairo has no I option | 
characters and only one [Shift I option I character. The upper 
character on each key is the one you get If you hold down 
I Shift! . The A key does have a third character, the convert- 
ible ( tsitp- , ishiftloptionlAj ). Cairo also has one special accent 
character, shown In the Inset. 





r 








’f 


*5 


¥ 


<%> 




(Cd 

■f 


t 




1 


1 

-M- 


B 




i 


0 


4 


“x 








\ 






a 

4 


f 

m 


lOptionlUl 

© 


j 


vw 


* 


WTT 

t 


0 




a" 


r- 


4 


a 


ir 












J 




^0 


0 

6& 


• m 

Q 


■'€> 













4 Carta by categories (An/szA) 

Carta is a font of map-making symbols designed by Lynne 
Qarell and published by Adobe, The list below groups the 
symbols into logical categories and tells you what they nor- 
mally represent, (When a symbol can't be produced with 
keystrokes, we give you the ASCII number for It.) 



arrows 



A 

N 

ll 

t 



north arrow 


m 




east arrow 


[Shift [Option in 








southeast arrow 


[Option! \[ 


north arrow 


d) 


4 


south arrow 


1 Option 1 ] 1 






jr 


southwest arrow 


(Option! [ 1 


north arrow 


1 Shift! OptlonI ]| 




west arrow 


[ShiftlOptlonlU 


northeast arrow 


m 




northwest arrow 


m 
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buildings, etc. 



H 

j. 


bank 


[ Shift fol 


♦ 


police 


( Option 


t 


cemetery 


( Shift 1 Option (¥1 




post office 


[OptlonlZ] 


i 


church 


0 


oni 


prison 


[ Shift 1 Option fol 




courthouse 


a 


• 

• • 


ruin 


a 


+ 


hospital 


[Shift I Option nri 


£ 


satellite dish 


[Option! j[ 


O 


hospital 


a 


i 


school 


[ Shift fvl 




landmark 


a 


u 


site 


[Shift 10ptlonj = [ 


T 


lighthouse 


a 


it 


skyline 


a 


1 


mission 


1 Shift m 


S 


synagogue 


foptloni v| 




mosque 


lOptlonlBl 


c 


telephone 


fShiftjZ[ 


4- 


museum 


foptlonlol 


■n 


university 


0 


I 


pagoda 


[Shift I Option fv] 


T 


windmill 


[Shift pi] 


cities and towns 






1 




city 


a 




national capital 


1 [Shift |R[ 


@ 


town 


[ Shift m 




state capital 


|Optlon|R| 


o 


village 


[Shift |OptlonlT[ 


☆ 


county seat 


[ Shift m 


geometric shapes (large) 








V 


triangle 


Ishinlp) 


■ 


filled rectangle 


[ShiftIOptionl3[ 


T 


filled triangle ASCII 253 


□ 


rectangle 


a 


[> 


triangle 


(Optlon|P[ 


■ 


filled rectangle 


( Option [nI, [a1 


► 


filled triangle ASCII 253 


o 


diamond 


0 


□ 


square 


a 


♦ 


filled diamond 


[Option! Shift fPl 


■ 


filled square I Shin I Option 1 7) 


o 


octagon 


(Optlonlol 


□ 


rectangle 


1 Option 1 l| 


• 


filled octagon 


[ Option rui, fvl 
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O circle 0 

^ filled circle [shift I Option (T| 



geometric shapes (small) 



A 


triangle 


Ishittla] 


A 


filled triangle 


[Optlonisl 


□ 


square 


1 Shift fll 


■ 


filled square 


foptionl2| 


O 


diamond 


[Shift in 


♦ 


filled diamond 


[Option|4[ 


+ 


thin plus 


[ Shift 1 Option m 


X 


thin cross 


[Optionfn 


O 


hexagon 


[ShiftjSl 


# 


filled hexagon 


[Option|5[ 



CD oval 


I Shift fol 


filled oval 


[Shift I Option fn 



★ 


star 


d 




inline star 


I Shift jOptionlEl 


'k 


half-filled star 


[OptionjEl.fEl 


k 


circle in star 


[Shift [OptionlRl 


O 


star in circle 


(D 


O 


circle 


[Shift! 1 1 


• 


small filled circle 


[Shift I Option fn 


• 


filled circle 


[ Option rn 


• 


larger filled circle [ Shift 1 Option 1 1 [ 



highway signs 




o 


Interstate hwy 


m 


9 


Interstate hwy 


[Shift|Option|2[ 


O 


US highway 




O 


US highway 


[ShlttlUl 


• 

0 


US highway 


[Shift I Option n 


California hwy 


[Shift [Option fol 




California hwy 


[Option I N[, [ShinlOl 


o 


county highway 


[ Shift m 


□ 


county highway 


ASCII 252 


hwy in nat'l forest 


[ Option m, ( Option ful 


■ 


hwy in nat'l forest 


(Option!' [, [ShiftlAl 
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hwy on Ind. reserv. 


( Shift I Option rm 




hwy on Ind. reserv. 


1 Shift 1 Option!^ 


0 


Trans-Canada hwy 


1 Shift Fy] 


0 


Mexican hwy 


0 


i 


Mexican hwy 


[Shift Ioptlon|9| 


□ 


Mexican hwy 


[OptlonlYl 


m 


Mexican hwy 


1 Shift 1 Option I*o| 


G 


hwy school sign 


[Shift! Option FyI 


m 


hwy school sign 


[Shift] Option!!^ 




hwy RR crossing 


[Shift] Option rn 


X 


hwy RR crossing 


[Shift] Option fz| 



mining and industrial 



A 


chemicals 


[Optlonfxl 


B 

X 

ll 


mine shaft 


[ Shift ]D 




coal 


1 Option Im| 


mining 


□ 


dry well 


[Shift] Option m 


nuclear reactor 


[Shift] Option fNl 


factory 


[Shift] Option f7| 




oil 




gas well 


[Shift] Option ]71 


X 


oil well 


[ Shift 


gems 


[Shift] Option ]¥[ 


placer 


0 


X 


gold 


□ 


9 

m 


radiation 


[ Shift Fn) 


gravel pit 


1 Option 1 . 1 


refinery 


[Shift]Option] 


o 


metals 


0 




uranium 




miscellaneous symbols 










airport, large 


] Option] J[ 








■t 


airport, small 


[Shift Jj] 








»= 


Amtrak 


0 









► 0 I? 
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W 



n 


bridge 


1 Shift I Option I hI 




children crossing 


0 


S 


compass 


0 


1 


dam 


IShIftiKl 




hammer & sickle 


® 


h 


handicapped 


IShlftlY) 




heliport 


[Shift |Optlon[J| 




maple leaf 


[Shift |W| 




pedest. crossing 


□ 




port of entry 


lOptloniKl 


4 " 


registration mark 
scale 


[Shift I Option fFl 

1 Shift m 


T 


traffic light 


1 Shift 1 Option 1 ll 




tunnel 


(Optionl/1 




world 


0 



outdoor recreation 



bicycle trail 


1 Option! Fl 


bird refuge 


(Shift I S| 


boat 


1 Option! H| 


boat launching 


00 


campsite 


0 


campsite 


[Shift Id] 


fire 


(Shift loptionisl 


fish hatchery 


( Option! S| 





game preserve 


0 




golf 


1 Shift |Option|F| 




hiking 


( Shift f?! 


n 


horse trail 


[Shift (Option!^ 


kfi 


hostel 


0 




marina 




c 


pack station 


(Shift I Option fol 


-Ft 


picnic area 


( Option fol 
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“k ranger station 

:S' skiing 0 

i state park I option 

surveying and land use 

® benchmark 0 

boundary 0 

^ control I Option 0 

warfare 

aircraft carrier 
battlefield 
battleship 
castle 

explosion, flat 
explosion 
explosion, filled 
explosion, filled 
fort 
ICBM 
IRBM 

military air base 
soldier 
tank 
tanker 



k US Fire Svc facil. 
^ winter sports 



® gauging station 
*3* lookout 

lookout control 

I Option 0 
lOptlonI-] 

( Option 0 
I Optional 
I Shift I Option [el 
|Shlft|6| 

|Shlft|8| 

I Shift 0 
I Shift I Option 0 
I Shift 0 
I Shift 0 
0 

I Option 0 
I Option 1 9 1 
I Option! B I 





I Shift 0 
I Shift 0 



0 

□ 

I Shift 0 
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fk Carta by keyboard 



km om 
1 • 


□ • 
2 ■ 


A ■ 

3 A 


0 • 

4 ♦ 


o m 

5 # 


‘a 


M ■! 

7 -W 1 


6 


11 

9 * 


1 

0 f 




.-. a 

r i 




Im on 

ft 




☆ ★ 
★ ★ 


® A 

O ® 


O o 


0 a 

0 □ 




Q 

□ 


O B 


9*0 
O o 


V 

0 


mt 




* 71 




HD 




AC 

A 


?*<£ 


jn 


H 

A * 


4-^ 


) m 


£ 


m 


□ 

© A 


@ A/ 
0 xKf 


P© 






t X 

i El 


^ +n 

0 fl 




t 1* 

«t i 






S 1 

S w 


O III 


X dl E rK- 
5? X ® ^ 





4 nott'Roman alphabets (aw 



Another exciting aspect of fonts on the Mac Is the ability 
to generate foreign — that is, non-Roman — alphabets, espe- 
cially since you can mix them in freely with regular text. 
(Roman alphabets — like the ones used for English, French 
and Spanish — have more or less the same characters as 
Latin does. Mon-Roman alphabets — like the ones used for 
Greek, Russian, Hebrew, Japanese and Chinese — have dif- 
ferent characters.) 




very good 
feature 



There's a wide variety of both laser and ImageWriter 
non-Roman fonts available — everything from common ones 
like Greek, Hebrew, katakana (Japanese phonetic charac- 
ters) and Cyrillic (Russian, etc.) right down to totally ob- 
scure ones like Linear B (an early form of Greek writing 
dating from around 1500 BC). 

This last was designed by Gary Palmer, who teaches 
anthropology at the University of Nevada in Las Vegas and 
also helps run the Center for Computer Applications in the 
Humanities Department there. Here's a short sample of it: 

tXXXE XE A Ai 

Pretty hot, huh? 

One last note about non-Roman alphabets: remember 
that generating the characters may be only half the battle. 
For example, unless a Hebrew font comes with a word 
processor that lets you write from right to left, you'll have 
to type out the Hebrew text backwards (from left to right). 
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ft Symbol's Greek alphabet 

The Symbol font that's built Into the LaserWriter Pius, 
NT and NTX has a complete Greek alphabet — upper and 
lowercase — plus a few extra script characters: 

name uppercase lowercase 



alpha 


A 


1 Shift IaI 


a 


0 


beta 


B 


[ShinlBl 


p 


0 


gamma 


r 


1 Shift 


y 


0 


delta 


A 


[Shift Id) 


5 


0 


epsilon 


E 


[ Shift fil 


e 


0 


zeta 


Z 


1 Shift jZj 


C 


0 


eta 


H 


[Shift im 




0 


theta 


0 


[ Shift [q1 


0 


0 


iota 


I 


[Shift m 


i 


□ 


kappa 


K 


[Shift [k1 


K 


0 


lambda 


A 


I Shift nn 


X 


□ 


mu 


M 


[Shift [M[ 




© 


nu 


N 


[ Shift fN| 


V 


0 


xi 




[ Shift f>T[ 




0 


omicron 


0 


[Shift |0[ 


0 


0 


pi 


n 


[Shlft|P[ 


% 


0 


rho 


p 


[ Shift |r1 


p 


o 


sigma 


E 


fshirtTsl 


a 


0 


tau 


T 


[ Shift m 


X 


0 
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upsi!on 


Y 


[shinful 


u 


0 


phi 


O 


(shinfFl 


•t) 


□ 


chi 


X 


[shinfcl 


X 


0 


psi 


'F 


[ShinfYl 


¥ 


0 


omega 


Q 


[shinlw] 


0) 


0 



script characters 



GJ 


omega (lowercase) 


0 


9 


phi (lowercase) 


□ 


<; 


sigma (lowercase) 


[shinfvl 


0 


theta (lowercase) 


[shin|j[ 


T 


upsilon (uppercase) 


[Shin [Option 


ft Symbol's symbols 





Besides the Greek alphabet shown in the last entiy, the 
Symbol font contains arrows, card suit symbols, a wealth of 
mathematical and scientific symbols, and pieces of brack- 
ets and braces you can use to surround multiple lines of 
numbers in formulas. (When scientific symbols are also Greek 
letters, like Z and n, we haven't repeated them below.) 



arrows 



<— > I Option I El . I Spacebar | 

< — lOptlonfu] , [Spacebar! 

T I Option! = I 



—> I Shin! Option P7I 



i 



[Shift] Option [o! 



[Shin I Option fil 
^ [Shin [Option! 3 [ 

1 ! [Shin [ Option |4[ 

=> [Shin I Option m 

JJ- [Shin I Option] 6 1 
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card suits 

4» [ Option fsl ♦ |Optlon|R| 

V I Option A lOptlonfH 



mathematical & scientific symbols 



oo 


infinity 


loptlonlel 


/ 


derivative 


1 Option p7l 


cx: 


proportional 


1 Option 


a 


partial differential 


lOptlonlD] 


< 


less than or equal 


1 Option 1 3 1 


> 


greater than or equal 


1 Option! • 1 




not equal 


1 Option! P| 


= 


identical 


[Option in 




approx, equal 


1 Option !¥| 


® 


circle multiply 


! Option fpl 


© 


circle plus 


1 Option |X| 


0 


empty set 


! Option m 


n 


intersection 


1 Option 1T| 


u 


union 


|Shlft!Optlon!\| 


Z) 


proper superset 


[Option!; 1 
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3 


reflexive superset 


(Option I Spacebar] 


ct 


not subset 


[Option! ~[, [Shlft[A[ 


d 


proper subset 


[Optlon[N[. [Shlft[A[ 


c 


reflexive subset 


[ Option [N[, [Shift [51 


G 


element 


[Shift! Option fol 


G 


not element 


1 Option 1 q| 


Z 


angle 


(option! -[ 


V 


gradient 


[Shift [Option FI 


V 


radical 


[Option!/! 


-• 


logical not 


[ Option [U[,fY| 


A 


logical and 


[Shift [Option! -[ 


V 


logical or 


[Shift [Option! ll 


z 


summation 


[Option! 1 1, [Shift[A[ 



(it's larger than the regular capital sigma) 



brackets and braces (pieces) 

f integral, top 
integral, center 
integral, bottom 
left parens, top 
left parens, middle 



J 

( 



[Shift! Option fz] 

I Shift [Option I Xl 
I Shift I Option fFl 
[Option! I I . [Shift [Ej 
[Shift [Option! Y I 
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left parens, bottom 


[Shift lOplIonlUl 




right parens, top 


[Shift I Option im 


1 


right parens, middle 


1 Shift 1 Option 


J 


right parens, bottom 


[Shift I Option m 




left brace, top 


[ Shift 1 Option fp] 




left brace, middle 


[Shift I Option IG] 


1 


left brace, extension 


[Shift I Option f7] 


1 


left brace, bottom 


[ Shift 10ptlon|H[ 


1 


right brace, top 


ASCII 252 




right brace, middle 


ASCII 253 


J 


right brace, bottom 


ASCII 254 


r 


left bracket, top 


[Shift [Option 1 1 [ 


1 


left bracket, middle 


[ShIttlOptlonfsl 


L 


left bracket, bottom 


[Shift I Option Id] 


1 


right bracket, top 


[ Shift 1 Option 1 . [ 


1 


right bracket, middle 


[Option[H[ 


J 


right bracket, bottom 


( Option 



4 Symbol by keyboard 

At the top of the next page Is a diagram showing where 
Symbol's characters fall on the keyboard; 
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- A 1 V 

1 3 


= o 

2 * 


1 c= 
3 i 


3 n 

4 ' 


% =0 
5 • 


1 U 
6 / 


& ^ 
7 i 


• T 

0 - 


( < 
9 a 


) ® 
0 ... 


V 

- z 


+ ± 
« t 




© • 

9 « 


(U • 


E 

c 


P E 

P ^ 


T r 

t 1 


* 1 

t X 


^ 1 
t X 


I r 
1 


0 4. 

0 J 


n - 

a * 


( © 
1 « 


) n 1 u 

]»<.•. n 




A D 

a 1 


Z 1 

a 4 


A L 

6 a 


* f 


r 1 

y » 


H 1 
n 1 


« 1 
0 


K * 

K J 


A > 
A K 


: 1 

; 3 


•• -7 

1 — 








z f 


z 1 
L® 


X 1 

2_L 


c 


B J 


N 1 

V - 


M 1 

V- “ 


< J 


> 1 
> 


7 X 

/ V 







And here are the accent characters that are available: 



First, 

^ lhen-> 


iShIftI 

(A) 




[Shini 

(S 


0 


m 


IShIftI 

© 


lOptionlel 














lOphonI ' 1 


<Z 




- 








lOptionl i 1 














lOptionlul 














lOptionIn 1 


c 













4 fraction fonts 

There are several fonts that will give you real fractions, 
but forget about getting them to match your favorite type- 
face. Your basic choices are serif and sans serif — Helvetica 
and Times. 

It doesn't make sense to assign specific fractions to 
each key — there aren't enough keys to go around. What 
fraction fonts let you do is type a numerator, a dividing 
slash and a denominator. The numerators (top numbers) 
are raised well above the baseline. The denominators are 
on the baseline (as they should be) and both numbers are 
the right size for the font you're using. 

Fraction fonts beat building your own (see Jury-rigged 
fractions in the special characters section above) not only lu o 
because of the time they save you but because of the way 
the numbers nestle against the dividing slash. You don't feature 
have to do any manual kerning (assuming the program 
you're using allows that) — the kerning's built in. 

Dubl-Click provides the Utility City font free on all its 
outline font disks. This Is a derived font— it actually uses the 
Times and Helvetica fonts that are built into your laser 
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printer, doing all the superscripting and kerning on the fly. 
You use the number keys on the keyboard to type the 
numerator, and I shift] plus the number for the denominator. 
That gives you fractions in Helvetica (the first two examples 
below); for Times, just add I option) to the commands (the 
second two examples below). 

V32 5 % ^Vl6 1\V% 

Another derived fractions font is MacTography's Caps & 
Fractions. 

Page Studio Graphics, which specializes in specialized 
fonts, has two fraction fonts — one serif, one sans, neither is 
a derived font, and they both include numeric and monetaiy 
symbols. As with most of its other PlXymbols fonts, these 
don't have names. Just numbers — 8020 and 8022. 

4 small caps 

The Small Caps option available in many word proces- 
sors and page-layout programs uses two different sizes of 
uppercase letters. So 'That Your Text Looks Like This (assuming 
you capitalize the First letter of each word). It does this by 
combining two different sizes of caps — say, 1 2-point for the 
larger caps and 1 0-polnt for the smaller ones. (This means 
that to print in high-quality on a dot-matrix printer, you'll 
need the 20-polnt, as well as the 24-polnt, font installed — 
or whatever the other size is.) 

'The problem with this approach is that the line thick- 
nesses of the two font sizes differ, and that makes them 
look like they don't go together (notice how the L, &*and 5 in 
the illustration below look heavier than the other letters). 

Large & Small 

The way around this problem is to use a font specifically 
designed for small likes, like the 

Times Small Caps Font 
FROM The Font Company 
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notice how much more even that looks than what the 
Small Caps command produces: 

Times Formatted in Small Caps 



A bit-mapped font sampler 



4 Apple's bit-mapped fonts (An) 

Oneof the standard fonts used by the Mac, Geneva, 
is a bit-mapped version of the classic, standard 
typeface Helvetica. It's called Geneva because 
Helvetica was designed in Switzerland. Helvetica, 
gets /fsname from the official name for Switzer- 
land, Confoeder'stio Helvetica, "the Swiss Con- 
federation" (that's why the international license 
plate tag for Switzerland is CH). 

The Swiss use a Latin name to describe their 
country so as not to favor any of their four official 
languages-German, French, I talian and Romansch- 
over the others. Helvetica comes from the name 
of a Celtic people, the Helvetii, who inhabited 
Switzerland during the time of Julius Caesar. I 
don't know how they came by the/rname, but tell 
me-what other computer book gives you trivia of 
this caliber? 




trivia 



Unlike New York-a bit-mapped version of Times, 
the font Stanley Morrison designed for the London 
Timesin I Q22-Genevaisquitepretty andpleasant 
to read (which is fortunate, because it's used by 
the System to display things). But it doesn't hold 
a candle to Chicago. 

VoulookatChIcagosooftenonmenusandthe 
titles of LUindoios that it’s easy to forget luhat 
an attractiue font it is. Created by master type 




very good 
feature 
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craftsman Charles Bigelom specifically for use 
on the Mac, it’s probably the most beautiful and 
functional bit-mapped font euer designed. To 
get this kind of style out of 72 dots per inch is 
an incredible accomplishment. 

(Chicago looks great on the screen and in 
Imageltlriter printouts, but for some reason it 
doesn’t look so good in this printout. The Laser- 
UJritermakesittooskinny.ltlooks more like 
the screen font in boldface.) 

Apple supplies Chicago only in 12-point, but 
Dubl-Click Software’s IJJorld Class fonts giues 

you q-point, 10-point 9 FI Cl 24~P0illt 

uersions of it as well. 

flnOt heP Opple font ^ lore *S S3n 
ppanciSGO (it U^ed to BOme On 

feature 

SyStetn diSkS, fc|it doesn’t any- 
wOPe). When the Mac fipSt 

came out , a lot of gpare ™aPning5 
•wePe iSSued aCout not U^ing thiS 
“panSom note” font foP t>uS>neS!> 

lettePS-aS if mo5t Mac uSePS had 

Iq 5 doiun in t he Poom-t ewpePa- 
tuPe pange. 

Well, you Shouldn’t uSe San 
IFpanBiSco fop youP *"ill, eitheP- 
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Unless you ™ant U challenged On 
the grounds that you weren’t 
of Sound mind “hen you wade it- 
But that doeSn’t wean you Should 
neFeP U^6 San IFranoiSoo. 
RewewbeP the fipSt cow- 
wandwent: 'hiS iS the Mac. It ’S 
SiippoSed to be fun. 

4 an Inexpensive luxury (An) 

There are lots of beautiful collections of bit-mapped fonts 
on the market (two examples are shown in the foilowing 
entries). 1 iove bit-mapped fonts; they're one of the cheap- 
est iuxuries around, 

fl Fluent Fonts (An) 

Casady fie Qreene's 66 bit-mapped Fluent Fonts come 7^^ 
on a two-disk set that costs $50. In addition to fonts of 
architectural, astronomical, astrologicai, biological, chemi- bargain 
cal, electronic, mathematical, meteorological and even a 
few yachting symbols (and Hacker, mentioned in the key- 
caps entry above), it Includes some of the most useful and 
beautiful bit-mapped typefaces I've seen. My personal fa- 
vorites are: 

NjrJfc (kh't tKk 2 iiE2u\y'> I cMd 
2t it 2ff Aiy. It W2i 2lf I cduU Ad \d 
cJhtrJl 2hJ hJt iBt thB wKjfE 

Iddk Ih ft.) 
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very good 
feature 



Oblique (this is another font you 
never get tired of looking at) 

Cdcioos ScaoDooii Echoes odoocd 

SOO OPaiGlU UO GUV GQGGG& 
DOCDODGUJOGS) GGG GGBVfi OOU 



GOCDUCDDCDUS 0017 GGGQV, 




vc/y good 
feature 














BHIBI 




4 World Class Fonts (ati) 




Dubl-Click Software puts out a series of bit-mapped fonts 
that boggle the mind and dazzle the eye. They go by the 
name of World Class Fonts; there are many three-disk vol- 
umes, each of which only costs $80 — about $ 1 a font! 



World Class Fonts gives you Chicago in three other 

sizes than the 1 2-point Apple supplies, and 

/ 

Venice- in tw o otfver Sl/ZC'S tPvcnatii0l4- 

polnt ^ppCe suppCt0S . You also get several foreign 
alphabets (Greek, Hebrew, Japanese, Russian) and a vast 
quantity of unique special characters that are hard to find 
elsewhere. 
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Other fonts give you chess pieces (a black set and a 
white set), postal labels, religious symbols (34 different 
crosses, among much else), architectural symbols and 
border designs. There's also Manhattan, described In the 
key-caps entry above. 



Hiollywood gives you what 
must be the ultimate in 
special characters-not 
merely and ^ but also 

■ <'*you know the fiollywood sign 
that stands in the tiollywood hills? I don't 
think the Christ of the Andes ever blessed 
so many ills."' A little something for you 
Dory Previn fans.) 




vcty good 
feature 



There are dozens of other useful and Interesting fonts 
and, as if all that weren't enough, you get some great utili- 
ties with the disk. (See the entries on BlgCaps, Font Char- 
ter and DefaultFont in the font utilities section below). The 
manual is terrific, the selection Is astounding and the value 
Is incredible. 




very good 
feature 



4 public-domain bit-mapped fonts (Mi) 

on's oF ic~cdomain 

b) i 1:/ ~map)f3ecd Foo"bs a^^ailobjle, bi—ii:, 
ms_i Fa^'or^i'fce is Sczjrvba Flonica, 

des i gnecd Pcxj 1 Ko F F man . fls 
aom sse , i t, ' s dast. aboat, "bbe 
ujibes"b Forvb s^olj ' 11 s'lrem F imb 

C t/bis is basi/ 10~p>oirvb , bsl is>^s 
i i. on moi- D, ujbiab maUcss i i:/ o 
lii-t/ls band "bo ljss , ba't X lovs "tbs 
uuo!_i i "b 1 oobs . 




very good 
feature 



C Sarmba riomlaa is imaladsd om 
•bbs Poa imi/osb Gib Is SoFi/Ujams 
O i sbs , Tb i md Gd i "b i om , dssom i bsd 
im CbopDi/sm 13. J 
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very good 
feature 


An outline font sampler 

# choking on fonts (An) 

I love fonts and would have been delighted to show you 
ten zillion of them in this section. But even with a Laser- 
Writer IINTX with five megs of RAM and a 40-meg hard disk 
attached to it (and five megs of RAM in my ci), my system 
chokes on the sort of font madness to which I'm so devoted. 

I'd call the tech people at Adobe and Bitstream and 
they'd say things like, '/fowmany fonts did you say you have 
on that page?" Eveiyone seemed to agree that I was pushing 
the Mac beyond its present limits. (I could go to eight megs 
on the cl and twelve megs on the printer, but no one seemed 
to think that would solve the problems.) 

So in order to actually get this book into your hands. I've 
had to compromise. I've had to give up on showing you ten 
zillion fonts. You'll have to be satisfied with five zillion. 

But seriously, folks, the main thing 1 had to do was refer 
to weights and styles of fonts without showing them. So 
where I might want to write, "this font also comes In bold, 
italic and bold italic , " I've often had to write instead, "this 
font also comes in bold, italic and bold italic," And I've also 
sometimes had to adjust page breaks to control the number 
of fonts on a page. 

Sony about that, but I'm dancing as fast as I can (and my 
equipment is clumping along with me), 

ll ITC (An) 

The ITCyou see before the names of various fonts stands 
for the International 'Typeface Corporation of riew York City, 
a powerful force for excellence and innovation in typogra- 
phy. They've been responsible for many beautiful new fonts 
and for tasteful redesigns of classic fonts like Qaramond as 
well. Part of their agreement when they license a typeface 
is that their initials be shown as part of the name. 
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4 Apple's standard PostScript fonts (An) 

The original LaserWriter came with four fonts built in: 

Times — ihc standard, boring serif typeface. Look at how much 
smaller it is than Helvetica at the same point size (1 1 -point). 

Helvetica — the standard, boring sans serif typeface. Look 
at how much bigger it is than Times at the same size (1 1 -point). 

Courier— an excellent choice if you want to make 
your laser printer look like a typewriter. To be 
fair. Courier is also useful when you need a 
monospaced font for some reason. Even we use it to 
display programming listings and HyperCard 
scripts, where precise spacing is often important 
(and an even right margin isn't) . 

Finally, there's S\|/)ipoA; — that is. Symbol, which supple- 
ments the other fonts by supplying symbols to them (al- 
though you can also get some great stuff by using it 
directly, as described in the previous section). 

The LaserWriter Plus, IiriT and IIHTX contain a bunch 
of other fonts that Adobe also sells separately on disk 
(Bookman, Palatino, Zap/ Chancery, Zapf Dingbats, Helvetica 
Narrow, etc. — the complete listing is in Chapter 4). In gen- 
eral, it's a useful and sensible selection — if not terribly 
exciting, 

4 Adobe fonts (An) 

Adobe is the company that developed PostScript, so it's 
not surprising that they were also the first to publish 
PostScript fonts. Their library now contains hundreds of 
typefaces, including the ones this book is set in (ITC 
Benguiat, with tables in Optima and headers in I'TC Zapf 
Chancery). 



The first Adobe font I'll describe is the beautiful Benguiat. 

ITS OFTEN USED FOR HEADLINES— THE 
CAP A, B AND Q ARE REALLY BEAUTIFUI^ 



very good 
feature 
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but for all its sensuous lushness, it's also an extremely 
readable font. Aren't you glad 1 used it for the book instead of 
something pedestrian iike Times or New Century Schoolbook? 



gossip/ 

trivia 



Benguiat is named after the man who created it, Ed 
Benguiat (BEMO-gat), who is certainly one of the greatest 
type designers who's ever lived. (I iove names, so 1 took 
the troubie to find out that his is Spanish, originaliy from 
Cordoba. Actualiy, going ail the way back, it's Moorish, ben 
meaning son of in Arabic.) 



Anyway, Ed Benguiat, who was bom in 1927, is respon- 
sible for more than five hundred typefaces, inciuding cias- 
sics iike Bookman, Souvenir, Korinna, Tiffany and 
Charisma, In addition to being a designer and a vice- 
president at ITC, he's a pilot and a jazz drummer who's 
played with Stan Kenton and Woody Herman, 

Adobe's version of Benguiat — of Benguiat Book, to be 
precise — is fine as far as it goes, but that isn't far enough. 
Ho italic or itaiic boid is provided, so everywhere you see 
those type styles in this book, they're algorithmic (calcu- 
iated by the computer, rather than designed by a human 
being.) That's a pity, because real Benguiat itaiic — the kind 
used on phototypesetting machines — is beautiful. (See the 
Bitstream entry beiow for a description of a much fuiier 
offering of Benguiat, which unfortunately got to us too late 
to use throughout the book.) 





very good 
feature 



If there's a prettier sans serif typeface than Optima, I've never 
seen it. It was designed by another titan of 20th-century typogra- 
phy, Hermann Zapf (1918- ). Why anyone would ever use Hel- 
vetica when they could use Optima is something I'll never 
understand. 



Optima is much smaller than Benguiat in a given size (11- 

point, in this case). IT^S A GREAT DISPLAY FACE 
TOO, AND LOOKS EVEN BETTER AT THE 
HIGHER RESOLUTION YOU GET FROM 
AN IMAGESETTER. 
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!As its name implies, Zapf Chancery vm also designed By 9dennann Zapf. 

!^obe ‘s version is of the medium italic and is really quite deficient. 1 1 s somezoBat 
understandaBle that you can 't mafg. it italic, since it s already italic, althougfi 
that's still annoying — loo^hotv I had to underline that zoord Because [couldn't 
put it in italics. 'But zohyshouldn 't you Be able to maff it Bold.^Hh, zoell. 

Ofptice hozo much smaller Zapf Chancery is even than Optima (this is 11- 
point). Zapf Chancery also zvorics nicely as a display font. (Tor e^cpmple, zve use it 

for our logo: QoCdsteiu (BCdif. 9lozo do you likf^ that ampersand? 

Hermann Zapf also designed this font, which is built into the 
LaserWriter Plus, IINT and IINTX. It's probably the most popu- 
lar font among people just discovering type — and also with 
those who've been immersed in type for fifty years. Classy, 
elegant, readable, luscious to look at — it's Palatino. 

A fourth Adobe face designed by Zapf is Dingbats, 

There's a whole chart of the symbols in it, arranged by 
categories, in the special characters section above. 

Another Adobe offering is Korinna, a beautiful redesign by 
Ed Benguiat of a tum-of-the-century typeface. It has the sen- Bkb 
sual grace that marks all his fonts — not to mention a really vcty good 
great capital 0 and lowercase italic f. It’s also very readable 
and big for its size (this is 11 -point). Here’s how it looks in 
bold, italic and bold italic. 

A third Adobe font of Benguiat’s is Souvenir (in Light and 
Demibold). I once wrote a book for kids that was set in Souvenir 
and it worked great. It has an informal feel but, at the same time, 
it’s elegant. Here’s how it looks in bold, italic and bold italic. 

A fourth Adobe font of Benguiat’s is liffany. 

(it’s a display face, which is why I’m showing 
it to you at a larger size). You can make it bold 
but if you really want some weight, use 

Tiffany Heavy, wliieli eomes on tlie 
same disk. (You eaii’t make iliat bold, 
tkougli.) 
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very good 
fr^aturc 



Cooper Black is one of my favorite 
display faces. Adobe’s implementa- 
tion of it is fine, except for the 
numbers, which vary in size. I think 
Cooper looks best in italic. You can^t 
make Cooper bold, because Ws al- 
ready black, which is bolder than bold. 



Sc^Ufit (A tUcc cUifrtztf' i<i^f 

cind tAe 4-<x*He cU4^ (foic fct STl^NCILy 

WHICH COMES m CAPS ONLY, and the 
much-be(oved fand much’UsedJ Hobo. 

Hobo is unusual in that it has no descend- 
ers f parts of letters that extend below the 
baselineJ. This cuts down on legibility but 
elves it a ereat lowercase e. Unfortunately, 
you can*t make the Adobe version of Hobo 
italic or bold. 

These three fonts make quite a nice pack- 
age, but Adobe*s got a lot more to tempt 
you with. This is Futura extra bold, 
terrific for titling and headlines* 
If looks good in oblique too. 

Belwe is a classy, ornate font you might 
use to complain to the lord of the manor 
about the predatory new crop levies — 
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SOMETHING YOU WOUUNl WANT TO DO WITH ITC MACHINE. AN 
ALL-CAPS FONT WITH A MARKEDLY DIFFERENT FEEL IT’S GREAT FOR 
HEADLINES, IF YOU KNOW WHEN TO USE IT (AND WHEN NOT TO). 



LITHOS ISA REAL BEAUTY THAT SIMULATES 
GREEK WRITING. IT GOMES IN A VARIETY OF 
WEIGHTS, FROM EXTRA LIGHT AND LIGHTTO 

BOLD AND BLACK (IT'S SO DRAMATIC!). I 

USED THIS FACE ON THE LABELS FOR THE 
MACINTOSH BIBLE SOFTWARE DISKS— I 




very good 
feature 



REALLY LOVE IT. 



As long as we*re in Europe, lets look at 
Aachen (AH-khen) bold. It’s named after 
the city in northeastern Germany that was 
the imperial capital of Charlemagne (or 
Big Charlie, as we used to call him around 
the palace school). 

Skipping over the Alps, we come to an 
even prettier Adobe font — Italia. Aren’t those 
diagonal serifs great? Look at that lowercase 
a Lucida Sans Roman is another 
beautiful font. Here it is in bold, italic 
and bold italic. 

Goudy Heavyface is terrific for 

headlines, especially in italic. 
Antique Oliire Nordl is another 
good headline font, and it 
comes compact and bold condensed as well. 
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tilings 



to come 



BUT THESE FONTS ARE ALL SO ORDINARY! 
HERtS UMBRA. FOR WHEN YOU REaXLLY V/ANT 

TO MAKE AN IMPRESSION. SIMILAR IN FEEL- 
ING ARE TWO OTHER ALL-CAPS FONTS— 
TRAJAN (WHICH IMITATES THE LETTERING ON 
ROMAN MONUMENTS) AN DCHARTEMAGNE. 
(HE JU3T KEEPS POPPING UP HERE, 
DOESN'T HE? I GUESS THE PEOPEE AT 
ADOBE PiAVE ATHING ABOUTTHE HOEY 
ROMAN EMPIRE.) 

Dom Casual is. ..well... casual; Helvetica 

95 Black is not. (There’s also a Helvetica 25 
ExtraLight, and a bunch of other weights in be- 
tween,) LasJ bui- certainly not least is 
Flrnold Bbehlin (or Boeehlin. for you con- 
scientious umlaut refusers), a sinuous 
and sensuous iTrt Houveau font. 

fl Bitstream fonts (m 

With almost a thousand PostScript fonts so far. Bit- 
stream is one of the major suppliers (along with Adobe, 
The Pont Company and the Image Club). And they're ready 
for System 7, since they'll be offering fonts in the 'True'Type 
format as well. 

For a long time I've been complaining about Adobe not 
offering a Benguiat italic, thereby forcing me to use an 
algorithmic italic generated by my Mac. Well, here comes 
Bitstream's Benguiat to the rescue (it's what you're reading 
now). Compare it to the regular Benguiat that we've been 
using throughout the book (and in the last paragraph). As 
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you can see, it's somewhat smaller for its point size, but 
otherwise looks pretty much the same. 



And — Bitstream offers Benguiat in italic, in bold, and in 
bold italic — all separate cuttings. This is how the algorithmic 
italic looks in Adobe's Benguiat, so you can compare them. 
Bitstream also offers a medium weight of Benguiat, and a 
medium italic (again a separate cutting), and condensed (this is 
it), condensed italic, bold condensed, bold condensed Italic, medium 
condensed and medium condensed italic. 




very good 
feature 



I'd show them all to you, but then I wouldn't be able to print the page. 
Bitstream is one of the few font publishers I've come across that has 
enough different styles of a font to really push the limits of Mac 
hardware in a chapter like this. (In normal use, it won't make a difference, 
because you won't be using that many styles on a page. But you'll be able to 
pick the one you want from a meaningful range of choices.) 



Ed Benguiat also put his name on a sans serif face — Benguiat 
Gothic, Bitstream offers It In Its regular weight and style (book), in 
book Italic, bold, bold italic, medium, medium Italic and heavy. This 
is how fonts should be supplied (and are, on phototypesetting 
machines) — you can choose the exact style that's right for 
the job. 

Another of Ed Bengulat*s fonts supplied by 
Bitstream is Korinna. Since Tve already got 
Adobe's Korinna, 1 asked Bitstream to just 
send the weights 1 don't have (they publish 
nine in all). 

This is extra bold you've been reading and 
this is Korinna heavy. (I'm showing them 
big because they're basically display faces 

in these weights.) TllilS© 8© G^®ff8lIilIBl© 
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Zapf Cfiancery is anotfier font I have. But AdoSe. onfy 
suppCies it in medium itcdic, Tfiis 15 Bitstream’s Zapf 
Chancery li^fitj andyou can mdke it itcdic (cdthough the 
effect is suBtfe). To get medium, you just make the tight 
Sold (or hotd itcdic). Bitstream atso gives you a 
demiSotd, audio get afidC 6oCd, you just make it 
bo(d on the type sty(e menu (or with f^Tel ). 

Seagull calligraphic comes in light which 
you can make medium with the Bold com- 
mand, and in bold, which you can make 

heavy with the Bold command. God, 1 
love fonts! 

OK, let’s cut loose a bit. This is Rondo 
Geometric, which also comes bold and light. (I 
know, I know, my snappy potter is begin- 
ning to folter. Well, you try doing this for 
poge ofter poge ofter poge — let’s see how 
long you lost.) 

formal 421 loolt 5 little like a cross be- 
tween & Greene’s Dorov^r Ant> 

Girdle (see below) bnt it kAS a look tkAt’s 
bistinctlv^ tfiffererst from eitken It rc^M\i 
loolts like it was written witk a pen. 
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£@>f tt=WMMW 

©at^st^iPdaom g)tiat^Sfis2Q®s offlaonsJ' 

W®ag0at5S ®§ ©®®lp®I?9 gff®!®! 

MasDso IT&ias M t^®ai? (§®®g)®i? Ma@Ils 
®Qatfflani@o lIJJiiig®ffiMcai®t^©Iis^9 sf®tia 
Ouoalls® ai^ atMa©§ t^aDiJ®§ l^®® tbacSp ta)®° 
@®t!as© n fl®v® (§®®jp®[? am atMia©o ©iMo 
t^as as swgmiiflg?’ ma@® 0 qosg ®s at^ aso 

Bitstream also putlislics sixteen versions of 
Casl on. Given my terror of tlie ornlinary, I 
requested Caslon Openface Engravers* 
OUstyle, tW most exotic of tlnem. Isn*t it 
gorgeous? 

[TEEB‘^0 Q UGJDEB {MJEfUmm EGfulLDCflE 

{f{um Go mm coaocD ^dco [rEim? m 

w{pwm 11E (B umvp 

mcEODBco Dtr^0 viBm c mm mm ot^0 
DCD mn> mm\}m wm 0wiiGD« 
urn [pimmiB ^DH0 CTO 0000^000^ 

FinaUy, there’s Poster Bodoni. I don’t 
like Bodoni mueh in most weights, hut 1 
love this one. 
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A One important note about Bitstream fonts: Some of 
their printer font files have the same names as Adobe's, 
even though their names on the font menu are different. 

Important 

warning so if you're using both Bitstream's and Adobe's versions of 
a font (which may be unlikely, unless you're writing a 
chapter like this), make sure to put them in different 
folders. If you don't, the second one you drag Into the 
folder will replace the first. 



4 Arthur's favorite Fluent Laser Fonts (ah) 




very good 
feature 



Richard Ware, the former type designer at Casady 6f 
Greene, came up with some really beautiful outline fonts 
(marketed as Fluent Laser Fonts), 

One of Those Is Monterey, an acIaptatIon of 
A cIassIc fACE CAlled PeIqnot (pAiN-YOH). Isn't It 
exquIsIte? I use It In My lETTERhEAd. ThERE's Also 
A Monterey MEdluivi (slIqhTly hEAvlER ANd 
widER) ANd you can maKe eItNer tHe requLar 
foNT OR tHe MEdiLivi bold (buT tHe two 
look tNe same. Here's How ir looks is 

iTAlic. 



One my CclscuIy" & CJrecnc j^ntrs 

is 1 oj^ren ixsc Itr fiaVcs o-r memos 

(trr z^^em cv mo-rc jyeT'SorfcJL rtoAeK). IsnV iz: 

tjOT'ijeavLS^ SameVimes 1 *p£ncl myscLj' Vryificj rso 
t^->lnU crp wKctr: et^e 1 ccxn putT In cl memo, jixstr 
so 1 cem keep on Looking clv j^ntr. 

of\fiother fai^onte of mine is QazeLLe. Its^ot a 
^reat LoWercase h (which hoesft t ho a Lot for 
reahahiLit^, hoWe\/er). QazelLe really Looks hra- 
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matic OH the pa^e. 'Here’s hoW it Looks in boCb. 
(taUc anh boCb italic. 



Olitsjtby & nha l\nB an ®Ib lEnglfelj (or 
“hlacfe \zWtt) font callcb (SrEgorian. Hon may 
rEmembEr it from (It|E (HommanbmEnto at tljE 
bEginning of tt|E boob. 

AnorhcR mcdicvAC ponr op rheiRs is KeCCs. Ir’s 
LuhAr’s cAUed dn unciA( (UN-chul) ponr-rh^r is, ir 
ResemdCes rhc (etxcRing used in iRish ^Jid GngCish 
majiuscRiprs duRing rhe ODiddCc Ages. 



Another useful font is a version 
of a classic (and classy) typeface called 
Ercadsvay. If you find yourself sud- 
denly transported back in time to the 
3€’s (you never knew when that might 
happen), this is the font to use. 



Tinally, there s Oatsby Light, which, as you can see, is an 
elegant face ideally suited for a fancy invitation or an ad for 
a store that sells expensive women s clothing, but it's sometimes 
nice to work, against the grain of a font, so I think, it might be 
fun to use this for, say, a boxing poster, or an ad for a 
demolition derby. Of course no one would come, but that's 
the price you have to pay for making art. 

There are a lot of other beautiful Fluent Laser Fonts and 
they only cost $90 a disk (usualiy consisting of about four 
fonts, or four cuttings of a single font). 




422 



n^he Macintosh ‘BiBU. nJHird 'Edition 



4 Sharon's favorite Fluent Laser Fonts 

JoffLighf has a nice, informal feel without being too 
cute. It reminds me of the bit-mapped Los Angeles. Jott 
(hold the light) is a heavier version. Since neither trans- 
lates well to Italics, each has a special "gulck" version: this 
is JottQuick and this is JotfQuickLighf. CCtuick" isn't an 
actual typographical term. The idea is Just that if you 
write ejuickly. your letters are probably going to be a 
little more slanted) 

Collegiate, CollegiateBlack and CollegiateOutline are on 
the same disk. Collegiate is a combination of the other two 
and, for my money, is the nicest of the three. All three are 
small caps fonts — that is, the lowercase letters look like the 
capitals, except they're smaller. 

THIS IS Collegiate 
CollegiateBlack and 

(BffltLSiBainiOi'inLDiiai 

Then there's what 1 (but not the publisher) call "the 
cowboy fonts disk": 

ABILEHE DRYGULCH iaala6m 

Arthur's favorite Font Company fonts (ah) 

Although Adobe was for many years the largest supplier 
of PostScript fonts, that honor now goes to the Font 
Company of Phoenix, which offers over 1500 of them! 
needless to say, there are a lot worth mentioning in there. 

Before we get to the fancy stuff, let's look at a few of the 
Font Company's excellent text fonts. The LaserWriter Plus, 
IINT and IINTX come with Bookman Light and Bookman 
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Demi built-in (the demi is what you get when you choose 
bold). The Font Company provides a supplement for that— 
Bookman Medium (which is between light and demi— this 
is it here). When you make it bold, it becomes a true 
bold, bolder tban Bookman Demi. 

This is Barcelona— isn't it beautifUl? Like Bookman, it's a very 
round font 'This is Basilia, which is, as you can see, smedler for its size 
(all these textfacesare ITpoint) and is less rounded, more rectilinear. 

This is Caxton (I’ 11 keep them all in the same paragraph to make them 
easier to compare). This is Novarese, which is elegant and thin. 

Slimbach is taller than most text fonts, and beautifully formed. ' rc 

^^icliolas Cockin can ke used for text, kut it really works 
ketter as a display font, or at least as a text font in very lar^e 
sizes— 12 - or 14-point, say (tkis is 16-point) . It looks a litde 
kke tke writing on ancient maps. 

OK, ENOUGH TEXT FONTS. Let's GET TO THE EXOTKS 

This is Oalloon, a small caps font that pesembles 

THE KINO OF WRITING YOU SEE IN CARTOONS (COMPARE 
nr WITH THE IMAGE CLUB's CaRTOON). 

Frankpuiiter is something like Cartoon 
AND SOMETHING LIKE THE IMAGE ClUB*S T.H. 
Alphabet Soup. It gets its name from the 

FACT THAT THE SHAPES IT*S MADE UP OF RE- 
SEMBLE HOT DOGS. 

Lfi’s KEfP oEnino ffinciEP. Ttiis sm caps ronr is called Plaza 
(aETEP the hotel, I assume) . fls YOU CAH SEE, ITS VEPY THIH, TALL AHD 
HAPPOW-EXCEPTEOPTHE O's. 
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LIB€RTY IS AN ALL-CAPS FONT WHOSC LOOK 
RCALLY FITS ITS NAMC. I THINK (ALTHOUGH I’M NOT 
SUR€ WHY). ANYWAY. ISNT IT A BCAUTY? 




very good 
feature 



Paddinston is one of those fonts you saw a lot of 
in the 60's, on Peter Max posters and the like, but 
which have more or iess disappeared since then. 
Get this font (and the Image Ciub’s Amelia) and 
when the 60's come back, you’ll be ready. 

aneihfif toni to M 4e jeiir 

li i4 6njfina4€4 4hcn9 bii4 jeii iiirc laii a to4 
el 14 en jie»4i»i 

ffhis lush hUapdooza of a font is 
called Candice, fft has caps to die for: 

SI Si Sf 

S^rSiig tMs a 

wItSi I iisa tSiis 

tetters mf sd 

also 

a list ^ raaiiy want 

td g^t a Idt 
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fl Sharon's favorite Font Company fonts 

The Font Company doesn't have a fancy name, but it 
does have some pretty fancy fonts, at prices ranging from 
$100 to $150. (Some of the fonts used as examples ^ bargain 
elsewhere in this chapter — like Times Small Caps and the 
six weights of Eras — are from the Font Company.) EPS 
outlines of every font are also available (they're included 
with some fonts, but are an extra-cost option with others). 

Here are some samples: 

This is Golden Type, based on a font from the pen of the great 
19 th-eentury English designer, William Morris. [Isn't that hy^ 
phen in 19 th<entury great? It just makes you just want to hy.' 
phen-'ate like cra^zy.— AN] Golden also comes in bold and in 
black. (Golden Black— it sounds like a contradiction in terms.) 

gCC sOe© qqwq Ca 
Ce C© t?©exs) ©a CG)© 
e©(y©©ae 1^0 00®e ©C(?©©ce©© to a g)ofiaC©aO 
(j^j©g)©a(2Ga0p ©{? e©ao©©p ©a £aeO ©ItoO qQQqq^ 

O©©G2Ca0 

isi Msi Similar to Casfabp Sz 

(^reene'jf (Gregorian, bijici) Uie a to 

pages; back; compare tljem to sfee toOicfj poii prefer 
(or, for s;ometfjfng better, sfee tfje image Club’s; 

Bart|> Cribime). 

Ws is one of fftif fdvoriPes—Van Dh% / 
especial Ilf like the e)itra swiris on the s ‘s (the 
cap 3 has them too). 
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Vivaldi is a vetp ekgmt script font. love the 

flourishes on the lomrcaseg andf and on the capS: A. 

This is Victorian, an Art Nouveau font simi- 
lar to Adobe's Arnold Bochlin, but significantly 
different (as you'll see if you compare them). 

4 Image Club fonts 

Image Club is one of the other big publishers of 
Mac fonts, with hundreds of Type 1 and Type 3 t 3 rpe- 
faces in their stable. They distribute them in an un- 
usual way too— they send you a CD with all their fonts 
(and their extensive clip-art collection) on it When 
you get the CD, all the fonts (and clip-art) are locked— 
except for some freebies. When you buy a font. Image 
Club sends you the code to unlock it, at which point 
you can download it from the CD and use it. 

Some of their fonts are quite nice. The last paragraph 
was in Velijovic, and this one is in Citi Light, which is a 
little like Italia (shown in the Adobe entry above), but 
without the slanting serifs. It also comes in what's 
called bold, but which to my eye is closer to 
extra bold or black. 

One really nice text face from Image Club is Gaslon. 
Nice doesn’t really do it justice, though— clean, elegant, 
classy are more like it. 

Let's do all the text fonts together. This is Elan, which 
comes in six cuttings— book, book italic, bold, bold italic 

and black and black italic. I'm a real sucker for a 
beautiful black font, and this is certainly one. 
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Image Club gives you Gill Sans In a nice selection 
of weights, light, medium (that’s what this Is), bold 

and ul4ra bold (my faTori^Oy of 
course). There’s an italic cutting for 
all 4he weigh4s except this one 
(probably because it’s too fat to lean 
over)* 



If you're fortunate enough to own a copy 
of the Second Edition of this book, you can 
see this beautifully designed typeface at 
work on the cover (in bold, which is what 
this is). 

1 think Gorilla is a really beautiful font. In 
fact, when 1 was requesting review copies, 1 
decided that if they'd only give me one font, 
this is the one I wanted. It looks a lot like 
Cooper—maybe that's why 1 like it so much. 

Bouhaus is q font I’ve boon ujoiting for for o long 
time. Image Club gives you o nice selection of 
uueights in it too. This is light, and there's also q 

medium, o bold (uihkh Is probably the 
weight most often used), o heavy and even 

0 DQ@0wy;) ©cpGDQcjDSo CD^DD lyodi mot?© 
©[? GCq© Dq®©\]!/(S)c; [b©Dd) Qfficil fem 0® GCq© 

GD©E3G [p©[FQ@[?©[pCQo^ 

Bauhaus Is named for the famous archi* 
lecture school founded In 191T In lllelmar 
by Uloller Gropius (bauhous llterolly 
means building house), but I don't Unouu if the 
typeface wos actually designed there. 




very good 
feature 




gossip/ 

trivia 
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Ercadway is a classic fcrt 
from tfie 3€*s (at least ttiat’s 
wtier it svas ttie mcst cccalar). 
It ioclks iparticuillariy goodi inn 
its eangrgivecS style—aridl l*m 
ipairtiCLilarly glad ttiat I cair 
stiewycii wtiat er?grravedfmeains 
witltiouit tiavlTig t© try to define 
it in words.. 

Amelia also haol^ens back to an- 
other eoa-ifl this case, the <<D’s. If 
you I i ved through those times, you're 
probably getting a contact high just 
from reading this. 

h m HLL-CHPS m oeco f^onr. 

YOU’ViG PGGM SGGIMG IT HROUMD YOUR WHOLG 
LlfG-im IT MGi^T TO KNOW WHilT IT’S CilLLGD? 
WMGe CLUP PROIIDGS IT IN LIGHT AW POLD WGLL 
HS PNGDIUPN (WHICH IS WHi^T THIS IS). 

Dii\3alii\3 is a little like Busorama uiitK 
louiercase letters. It's 30! a 3reat 5. (Did you 
knoiu that one of the first letters font enperts 
look at to distin3uish a font is the louiercase 5? 
fls a result, font desl3ners often 30 to touin on 
that letter.) Din3alin3 comes in bold too (this is 
medium). 
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Harry looks o bit like Dingoling.This is me- 
dium, and there’s also a thin (light) and a fat 
(black). 



Heres 3artvVoo, your sta»r%<Ja»r4 Ka^rv^-wriffen 
CKirvese fonf* Corrkfjatre if fo CKlrvese rHenuj a» 
f>uVJlc-«^otTva>irv forvf sKowrv at" fKe en4 of fK Is sec- 
horv» fo see wKa^f yovj gef for your rcvorvey wKerv you 
Vuy co«%ft%erciaJ font (a> grea^f for one tKing)* 

B/INM If na ttU-MPf FOHT UNO, UKE HU OF 
THOfF FBOM THE IHIM6E ttUB TUm I'VE TRIED, IT 
mRKf THE RIGHT mV. THRT If, HOH GET A MP 
WHETHER VOa HOLD THE fHIFT KEV OOWH OR MOL 
(fOUE FOHTf PUMIfH VOU MITH THE MIffIMG 
CHRRlimR BOX IF VOU FORGET WHETHER THE fHIFT 
KEV fHOUlO BE HELD OOWH OR MOT. 



Guts is well-named. Tough and 
solid, it reminds me of Aachen Bold 
(see the Adobe section above), but 
it’s more rounded and wider. 



New l^rlcer is an elegant font, Iml its no iking 
compared lo New liorL er Engraved. Compare ikls 
keauly lo Caslon Openface Engraved in ike 
Bilslream entry akove. 



While we^re doing elegant, let’s do 
Firense (which is, of course, the Italian 
name/or the city we call Florence). Firense 
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has extreme contrast between thick verti- 
cals and thin horisontals, which is really 
noticeable in capital letters like H, C and Q|. 

ALBERTUS IS AN ALL-CAPS FONT THAT ALSO 
COMES BOLD AND BLACK. I'D LOVE TO SHOW THEM 
TO YOU. BUT 1 COULDN'T PRINT THE PAGE WHEN I 
TRIED TO. 

JDailip liiritiimt Ig an Oft 
w hhsk Uuu. font Hkt Caaaliip £ 
€rrtents ©rtfotrlan an> tjt JTont 
Companf ja Oft OnpIftA, tot it’g tn* 
ptatit^. mafeta it ntno^ nittf. 

CARTOON 1$ MODELED AFTER THE KtND 
OF LETTERING TOU FIND IN CARTOONS. 
SINCE THAT LETTERING ONLY USES CAPS. 
SO DOES THIS FONT. 

THIS PONT IS CALLED TOO MUCH. 
DON'T YOU LOVE THE SHAPE OP THE 
LETTERS? IT ALSO CONES IN AN OUT- 
LINE AND A SHAOOM VERSION. 

T.N. ALPHABET SOUP IS SIMILAR TO TOO 
MUCH, BUT IT’S NOT AS FAT. IT’S A MORE 
RESTRAINED APPROACH TO THE SAME LOOK 
(IF YOU CAN CALL THIS RESTRAINED). 
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LetterPerfect fonts 




LctterPerfect is a new company whose initial offerings of 
PostScript fonts bode well for its success. Each font set 
comes not only with screen and printer fonts but also with 
a set of EPS outlines for each letter (for manipulation in 
programs like Illustrator). LetterPerfect's designer, Qarrett 
Boge, is promising a new typeface every quarter. Prices 
range from $45 for single-font disks like Spumoni to $65 
for a two-font set like Spring and SpringLight to $200 for a 
disk with six fonts (or six cuttings of a font). 



Spring (the top example) and SpringLight (bottom) are 
two weights of a brush-style script. I like it better than 
Adobe's Brush Script, which seems blunt in comparison. 




very good 
feature 



^ MAH 



S' 




My favorite letters in Spring are the lowercase /’(shown 
above) and the upper- and lowercase Q's; 



Tfiis is Fihrens, a cAancery script witA BeautifuC 
JfourisAes—andover 500 Aernmy pairs BuiAbin. FCarens 
also Aas swasAcAaracters (ones witA extraJhurisAes). 
Some of tAe lowercase swasAes Coo A pood in douBCe 
Cetters-pp, deC-and tAe swasA caps Coo A pood anp- 
wAere:j/C, *3, 2 ), ^ TAere are even a few 

fCowisAes tAataren tattacAedto anptAinp: ^ ^ 
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F Cor ens cdso ^ives you oCd-styCo numBers. Y/fiat arc 
oCpC-styCcmonBers, you asB? WelC. compare tBem to tBc 
reyularnumBers tfiatfoCCow tfiem fiere: i, 1; 2, 2; 3, 3 ; 4, 
4; 5, 5; 6, 6; 7, 7; S. 8; 9. 9; O, O. 




very good 
feature 



AT THE OTHER EXTREME^ HERE'S MANITO. 
RRETTV RUCCED-LOOKINCip HUH? (MANITO 
IS AN AMERICAN INDIAN WORD FOR SI^RirJ 
IT'S AN ALL-CAPS FONT, RUT THE SHIFTED 
CAPS ARE TALLER THAN THE UNSHIFTED 
ONES. 



Spumoni is a playful font. It^s Based on the elassie 
Bodoni, But looks as if it was hit By a small earthquake. 
Hie numbers (123456789 0) and punctuation ( : ** ? 
! ) are not quite as shaken up as the letters* But they 
Blend in perfectly. 



4 World Class LaserType (An) 



Dubl-CIick is one of the great publishers of bit-mapped 
fonts and their outiine font collection, while small, has 
some real winners that they sell at just $80 a disk. They 
have a version of Hobo called Hoboken and a version of 
Stencil called Saigon that has lowercase letters as well as 
caps. 




But /i\y fai/orite U/orld ^355 ^oi^t \^[\\etro- 
politap. pea^t your eye^ 07 tt^e^e (^ap^I 
j^B(;DEp(ifllJl\l/T\I^OpQI^ydl/U/^ Cor- 
^eou^, aren’t tfjey? lool^ t^ou/ tl)e /T\ (;ro55. 




very good 
feature 
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/T\/r\/i\l yije lou/erQaje Ietter5 are beautiful too: 
for exa/i\ple, lool( at tlje (;!? (;o/i\biijatioij — it al- 
/r\05t /i\aK®5 ^ l?®3rt. 

GAIDAIS IS AN Att-GAPS FONT. 
Wini VARIANTS FOR SOME OF THE 
LETTERS IS ANE =T. FOR EXAMPLE). 
TON MIGHT USE IT TO RESPOND TO 
AN IRS AUDIT NOTIGE. THET’EE 
PROfeAKET THINK TOU*RE SO GRAZT 
THET’EE DROP THE WHOLE THING. 

IITATA It AM«f lU ALL-CArt F«Hr. 
IT’t AH IMITATI*H HF A FAHMS FACt 
CALAM BABY Ttbf B. ITAU€ A«M« 
•C. BBT BBI* FlIXt M HBCI. 



4 two hours after you use this font.,. (An) 



Oilnese Mm/ is d pl)Iic'clonicfin cullinB fort, designecl 



< 4 . Mm FoJkrer, hi locks lke..li^, wait o mirulB! 

I get it! So why he dls it OmeMeru. 1 always 
wondenecl cbout that. (Chinese is duded on Ihe 




Madrtodi Bble Software IMs, Third E dition, described in 



Chapter 19.1 
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fl throw away that old clay tablet (aiv 

Swr-^, you 4 /cH- ay /W- 

yaMfjs. 4u/ 

w/4-/- ;/" /oar jai <4//> /’<3r jsanH-JilM^ 
!f4 <uN^;/’ar/i <yyrA4y> 4 -hAy 

H4/W 0/’A'<<‘ X4<i /4 ^Lylatij? ioj <ckiH 
JjA+ A4U/ auA year oN <J^ ■^4i/<>f 
(H^r -hA^ry AyAitU +Aa>y yw- 
yri) 4W Am<A ayy. iuA yoJry 

w^4/'/'a^ yaar jeW >w// 44 V /a//''^ 
4rr4/V yaJ A A ^ +A^ <a/’/’> -A'lrfy. 

Ala yrakAyy Aja+ KUM^iyaiAA-, 
+A^ yaU',<-^anXfi oafAUy yoMA- 

yoJry r'i-^+ >m. !+'a KAAlfi^ 

AaiA^ <A^r4<+4rA, AAA'^ 4ht V4M 
<arAy 4/OAfra/‘A^ 4/^ <arAy fJoA-yA. 
4aW ' 1 + -Aa^Ahlf \iari lyuy 

A-^hi^AA 4wV JUA-A-!y:<-yA-!afJ 4/'<> 

AKry^ty, yar <‘X4^M, i\H- w/'^w yaa 
ry^AAy <<JH^',yarA, yAA'^ 

\i'iAA ^a. 
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Font utilities 



4 Font/DA Mover, Suitcase and Font/DA Juggler (An) 

These are the most Important programs for handling 
fonts, but since they handie DAs as weii, they're discussed 
in Chapter 8 rather than here. 



4 Key Caps (An/szA) 




csp, for 
beginners 



it's often hard to remember which key combination to 
hit to produce the speciai character you need, or even 
whether the font you're using has that character. That's 
what Appie's Key Caps desk accessory is for. 

When you choose Key Caps from the 4 menu, it dis- 
piays a representation of the Mac's keyboard and puts a 
new menu titie. Key Caps, at the right end of the menu bar. 
You seiect the font you're interested in from that menu and 
the Key Caps dispiay switches over to it. (This is the dispiay 
for an extended keyboard.) 




When you hoid down the I shift I key. Key Cap>s darkens the 
I Shift I keys on its dispiay and shows you the the characters 
you get in the seiected font when you hoid down [Shift] and 
press another key. 
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Key Caps 
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But you already know what the I Shitt | characters are (ex- 
cept in fonts composed entirely of pictures and symbols). 

Where Key Caps really comes In handy is In showing you 
the characters generated by the (option I and I shift I option 1 keys. 

You can enter text in the sample text area by typing on 
the keyboard or by clicking on the key you want on the Key 
Caps display. You can cut or copy this text from Key Caps 
into any document. (It won't appear in the font you chose 
in Key Caps, but it's easy enough to change the font once 
you're back in your document.) 

If you need a string of special characters, it's usually ^ 
easier to type them in Key Caps, copy them to your docu- ^ ■ 
ment and then change the font than it is to remember iSt 
where each symbol Is on the keyboard and type them di- 
rectly Into your document. 

If you use a lot of special characters and have trouble 
remembering which keys generate them, you can resize your 
text window to leave room at the bottom of the screen for Key 
Caps to be displayed at all times. But it's probably easier just 
to print out a chart of the font and pin it to your wall. 

# BigCaps (ati/sza) 

BigCaps Is a replacement for Key Caps that comes with 
all of Dubl-Click Software's World Class fonts. It has sev- 
eral advantages; It displays characters in various sizes and 
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styles, its window is resizable and it can display fonts even 



when you're not using them and they're not on the menu. 

\sn BiaCaDs''^ u3.2 bu Dubl-Click =? — t3"l 




BigCaps Menu 


Sample TextD 






^i'r 


Font ^ 

Size ^ 

Style ► 






I'l'l'*' 'I'l'l m' ’ 'I'l 




j';: 


Open Font file... 960 
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Close Font file 96. 
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:j j; 


Rccents Chart... 96R 
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Preferences... 96F “ 
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iiji; 


Rbout BigCaps... 


V t 
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m 


9 
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B 


Quit 96Q ~ 






D 


i-jli; 




Pi!.. 






'ji I;! ijijii'ji: 


VjV 'j'j' ij'i'”’ 


toiiiii! a 



BlgCaps also shows a chart of the special accent charac- 
ters, something that's missing from the Key Caps display. 



PrefiK: 
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if you have BigCaps, there's really no reason to use 
Key Caps. 

4 Font Charter (An) 

The Font Charter is another utility that comes with Dubl- 
Cllck Software's World Class fonts. It prints out a chart of 
all the characters in a font, arranged either by their location 
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on the keyboard or by ASCII number, on both dot-matrix 
and laser printers. 

This is quite handy for comparing fonts, (if for some 
reason you don't like our font template, described above), 
it's a good idea to make a printout of all the fonts you use, 
either with Font Charter or our template, and put them in a 
notebook. Then you can refer to them when deciding which 
font to use. 



4 DefaultFont (An) 



This DA is third utiiity that comes on Dubl-Ciick's font 
disks. It lets you change the font an application defaults to 
when it first opens. So if you're tired of having to change 
from Geneva eveiy time you select /Yew from the File menu, 
you'll love this desk accessory. (The World Class Font disks 
are almost worth the money just for the utilities that come 
on them — never mind the terrific fonts.) 




very good 
feature 



4 FontDispiay 

FontDisplay is a utility by Jeff Shulman that lets you dis- 
play and print fonts. You can view each font as either a table 
(by ASCII number) or as a series of pictures of the keyboard, 
in whatever size and style you want. FontDisplay also shows 
you the ID number for each font. You can also set it up to 
print a full catalog of many fonts without having to do each 
one separately — for example, you could have it do a chart of 
all the fonts in a particular suitcase file, 

4 MenuFonts 

This is another terrific utility by the Dubl-Click people — 
but it's a separate product, not just a freebie on their font 
disks. It puts the font names on the menu in their own fonts, 
instead of in the usual Chicago font. Unlike the similar fea- 
ture built into WiiteMow and MaeWrite 11, MenuFonts is smart 
enough to keep certain fonts in Chicago (so Zapf Dingbats 
doesn't show up as 4*^5®lcOOTA). And unlike Suit- 

case and Juggler, which also provide true-font menus, there's 
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very good 
feature 




very good 
feature 



no delay when you access the font menu — ^with MenuFonts, 
It pops down just as quickly as any other menu. 

MenuFonts also puts a bar along the edge of the menu 
that lets you access samples of the font In different sizes. 

Helvetica B 

Imagei ■ 

Joti B 

B 

B 

Kohnna B 

B 

Lot An q tki 

9 

10 Mcahc 
QQ Al^CatfC 
M ARCobc 

la ABOabc 
03 ABCabc I 

RouHd-r B 



But the niftiest thing about MenuFonts is that once the 
font menu is open and the pointer's in It, you can scroll by 
using the keyboard — press [z] and Zapf Chancery Jumps up 
to where you're holding the pointer. 

ll Set PsthS (Paul nofTman/SZA) 

This terrific utility (described In Chapter 8) is very handy 
for dealing with outline fonts. When you use a lot of them, 
they really clutter up your system folder. With Set Paths, 
you can put the printer files In another folder — ^within the 
system folder or elsewhere — and just show the Mac where 
to find them. 




Manhattan 
flonoco 

New Century Schlbk 
New York 
Optima 

Palatlno 



4 ATM (SZA/Atv 

Adobe Type Manager ($100) draws outline fonts on the 
screen based on the Information in their printer files, rather 
than their bit-mapped screen fonts. This lets you display 
type at even the largest sizes without the dreaded Jagg/es. 
(You just need a single size of the screen font Installed, so 
that the font name will appear on the Font menu.) 
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Here's what 72-polnt Benguiat looks like on the screen 
without ATM running: 

Benguiat 

And here's what it iooks iike with ATM running: 

Benguiat 

ATM also lets you print outline fonts on dot-matrix printers 
with the same quality (although of course not the same qual- 
ity as on a 300-dpi iaser printer, since both the ImageWriter 
and the Mac's screen only have a resolution of 72 dpi). 

If you absolutely need accurate screen representations 
of large type (or great-quality dot-matrix printouts) ATM's 
the best thing since sliced bread. But it's slow. On anything 
less than a Ilex or an SE/30, it'll drive you nuts. In tests we 
ran, scrolling slowed significantly on a Mac Plus, but not on 
an SE/30. Likewise, on a Plus, converting a page of text 
took 30 seconds with ATM on and 5 seconds with it off, 
while on an SE/30 it took 3 seconds in either case. 

But printing to an ImageWriter was slowed on either 
machine (understandably, since the ATM output is far su- 
perior). One page took a Plus 5:10 with ATM on, versus 
2:35 with it off; on an SE/30, a page took 2:30 with ATM 
on, versus 1:40 with it off. 

ATM also makes some smaller fonts virtually unreadable. 
For example, 1 2-point Benguiat bold italic looks like this: 

J3'poiniBen^iaiBaid l^lic 
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with ATM running. Without ATM running, it iooks iike this: 
J2-f>oaaif Bsnguiaf Bio^ Italic 

Bold, italic and bold italics suffer the most under ATM. 
Sometimes it improves the look of small fonts. For example, 
here's Korinna 9-polnt plain (the ATM version is on the right): 

KollniUl 9 point Korinna 9 point 

The most complaints we've heard about ATM have to do 
with bugs like unexpected font substitutions while you're 
in the middle of working on a document. But most of those 
problems seem to have been cleared up in version 1 .02. 

Another problem with ATM is that it forces you to keep 
printer files in your system folder for fonts that are built 
into your laser printer (or that you've downloaded perma- 
nently to a hard disk attached to an MTX). 

4 FontSizer 

FontSizer ($ 1 00) offers another approach to coordinat- 
ing screen fonts and printer fonts. It will create a screen 
font in any size from 1 2- to 1 27- point from a printer font. 
You can also make a true bold, italic or bold Italic version 
of a font (a cutting, in other words) to replace the 
algorithmically derived one the Mac creates when there's 
no cutting available. (Since FontSizer uses the PostScript 
interpreter in your laser printer to create the screen fonts, 
the printer has to be on, and selected in the Chooser, for 
it to work.) 

The larger the size of the screen font you create, the 
better FontSizer works. And it works reasonably quickly 
too; in one little test I ran, it took sue minutes to create two 
new screen fonts. But FontSizer doesn't do as well with 
smaller sizes. For example, at the top of the next page is 
what three sizes of Times looked like on the screen before 
I created screen fonts for them with FontSizer: 
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Times 16-point 

Times 32-point 

Times 48-point 

And here's what they looked like after: 

Times 16 -point 

Times 32-point 

Times 48-point 

As you can see, the improvement is wonderful at 48-point 
and considerable at 32-point, but the 1 6-point — although 
truer to the printed version in height and width — still isn't 
much of a screen font. 

ATM creates screen fonts on the fly while you use your 
Mac, and therefore slows things down; but since its screen 
fonts don't exist until they're needed, they don't take any 
room on your disk. TontSizer creates regular screen fonts 
that are used like any others; they add to the clutter in your 
System file or suitcases, and you have to install every size 
you want. But if you need only a few large screen fonts for 
headlines, FontSizer is a faster, better and cheaper approach, 

4 type-manipulation programs 

Graphics programs let you manipulate text to a certain 
extent, but the type Itself Isn't changed much — the char- 
acters are forced to bind to a specific path, say, but the 
letters themselves don't get squeezed or stretched (see 
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the illustration on the left). Programs specifically designed 
to manipulate type do a whole lot more, as the illustration 
on the right makes obvious. 




4 TypeStyler 

TypeStyler ($200, from Broderbund) lets you get right to 
work (or play) by providing editable fonts and a library of 
basic shapes in which to put them. Here are two — the double 
slope and the pennant shape. 




You can make the shapes larger or smaller, fatter or 
skinnier just by changing the size of the rectangle they're 
in. You can edit the basic shapes in the library, or create 
your own. The first illustration below shows the shape 1 
started with. The one on the right shows it being edited 
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(you drag on the handles to change the curves of the shape). 
The bottom illustration shows the result. (These are pic- 
tures of what they look like on the screen — printing them 
on a laser printer wiil eliminate the jaggies.) 

Fish 

TypeStyler only works with Type 3 fonts (described in 
the next section). You have to convert them to TypeStyler's 
Smoothfont format but a utility's included, so you can do 
that painlessly. 

4 Smart Art 2.0 

SmartArt ($ 1 50, from Emerald City Software) is a nifty 
font-manipulation utility that's worth your time and money 
despite its somewhat awkward user Interface. It lets you 
distort outline fonts into any of a number of styles: 
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SmartArt is currently 
available in three different 
packages: I, II and III, Each 
contains the desk acces- 
soiy that does the manipu- 
lating and some "effects" 

(basic shapes for the text, 
which you can edit to 
some extent). While the 
first and third packages 
contain a lot of useful effects. Smart Art II is a disappointing 
collection of blocky, mostly 3-D shapes like boxes and 
starbursts. (The current version of each package is 2.0.) 

SmartArt lets the processor in the laser printer do all the 
work, including figuring out out how things should look on 
the Mac's screen. 

What I don't like about SmartArt is the way you have to 
set each of tlie elements of your effect separately — ^you 
click on Font, then choose the font; click on Size, then 
choose the size, etc. 




**Centered RrcTcHt" at 100% 

[ Reimoge ] [ Help ] 

Font 




Family: 

I Heluetica 



Style: 

I Plain 



Text Centered Arc Text 
Font Helvettce 
Size dO point 
Streke none 
Grey \00% 

Radius 2.5 inches 
Center Anfle 90^ 
Direction Clockwise 






o 



2.0 









iy 



Arc 




o 

a 



One large dialog box where you can set everything at 
once would be better. But at least when you choose Font, 



chapter 7 — l^onts 



447 



you're actually choosing the type family and a separate 
menu lets you choose the family member: 




[ Reimag^ [ Help ] 



Font 

Family: 

Cheltenham 



Style: 



v^Book 

Bold 

Bookito/ic 

Batdltaiic 



Version 2.0 lets you save the effects as EPS files. It also 
remembers where you left your folder of effects and auto- 
matically goes there when the DA opens. 

The manual's a problem, though. There aren't enough 
picture samples and it must have been written by program- 
mers — ^when was the last time you heard yes/no buttons 
referred to as Boolean choices? 

If you're working with color, be aware that SmartArt ef- 
fects pasted into PageMaker can only be assigned spot 
color, and even if you're using Adobe Separator on the file, 
you can't separate an effect. 

Since Smart Art lets you display an EPS file on the screen, 
you cein view any EPS file in the Smart Art window — -just 
open it as if it were a SmartArt effect. 



# FOmastic Pius 



FOIiTastic Plus (from Altsys) was the first bit-mapped font 
editor (not counting ResEdit, for which that was a sideline). 
FOIiTastic is still fantastic. FOIiTastic lets you create a font 
bit by bit. You draw each character with a limited though 
sufficient set of tools and — ^voil^! A font! 




very good 
feature 
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# Fontographer 

When the Mac grew up to use laser printers, Altsys grew 
along with it and provided Fontographer to design PostScript 
fonts. The latest version of Fontographer can create Type 1 
fonts (see below) complete with hinting to improve type at 
small sizes. 

Fontographer's drawing tools may be a little disappoint- 
ing to people used to the fuller palettes in Illustrator or 
Freehand, but they're sufficient. You can paste a bit map 
for a character and trace over it, but you can't import a 
whole bit-mapped font in one fell swoop. 

Advanced font info 

4 Type I and Type 3 PostScript fonts 

There are two standards for PostScript fonts — Type 1 
and Type 3. (There is no Type 2 — it was a dead-end tech- 
nology that Adobe dropped.) Adobe's own fonts are Type 
1 — they're locked (encrypted) so you can't alter them. They 
also contain special information called hinting that helps 
small sizes of type print well at the 300-dpi resolution of 
most laser printers. 

'Type 3 fonts aren't locked or hinted. 'Type 3 has been 
the standard for non-Adobe fonts, although many of these 
are now 'Type 1 as well. Fonts created with Fontographer 
are Type 3, On laser printers, at small type sizes (less than 
9-point, say), 'Type 3 fonts may have uneven spacing and 
irregular base lines for curved letters. 

Don't worry about Type 1 versus 'Type 3 if you're print- 
ing at a higher resolution than 300 dpi, or if you never print 
at small sizes. The only other time it will make a difference 
is if you're using a program that works with only one kind 
of font or the other — most font manipulation programs, for 
example, only work with 'Type 3 fonts, and Adobe Type 
Manager only works with 'Type 1 . 
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4 font ID conflicts and ISFPfTs (An/szA) 



In the beginning, the Mac came with a selection of eleven 
bit-mapped fonts, and Apple allowed for a total of 256 
different ID numbers, the first 128 of which it reserved for 
its own use. This has to be one of the most incredible 
underestimates in the history of computing. 

It wasn't long before the available ID numbers were 
used up. Apple responded — belatedly — ^wlth new number- 
ing system called /Y/TfT(for new font numbering table) that 
has 16,000 font ID numbers (the old numbers were called, 
descriptively enough, FONTS). 

Even with NFNTs, there are still font ID conflicts (two fonts 
with the same number). At present, they're the result of 
sloppiness on the part of font publishers or of Apple (which 
assigns the ranges). But soon they'll become inevitable, 
because it won't be long before we run out of NFNTs, 

Font conflicts are fixable, because font ID numbers are 
reassignable. When you install a font that has the same 
number as another font that's already installed, Font/DA 
Mover simply assigns the newcomer a different number. 
But this can become a real problem if you use another 
system, where that font's ID number hasn't been changed. 

The easy solution is to always bring your own System File 
and/or suitcase files when printing out at a service bureau or 
on a friend's Mac. For other solutions, see the next entry. 

All old and even some current fonts have FONT num- 
bers, There are two ways to convert them to NFNTs. One is 
to check with the font's publisher to see if they've come 
out with an NFNT version. This is the preferred method, 
because it makes sure the NFNT ID numbers are correct. 




things 
to come 




important 

warning 



The other way is to do it yourself. Suitcase II, Font/DA 
Juggler Plus and FONTastic Plus all do NFNT conversions. 
But you have the perfect tool right at your fingertips: ver- 
sion 3.8 of Font/DA Mover (and later versions, we assume) 
automatically convert FONTS to NFNTs. Just create a new 
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suitcase, open the suitcase with the old fonts in it and then 
move the fonts to the new suitcase. 

Using Font/DA Mover to install eveiy one of the fonts in 
the System, or in one gigantic suitcase file, will solve all 
internal ID conflicts. That won't work if your fonts are in 
separate suitcases, but Suitcase and Juggler both come 
with utilities that solve ID conflicts in multiple suitcases. 




important 

warning 



Versions of Font/DA Mover earlier than 3.8 don't handle 
liFFiTs, so upgrade to the current version. liFriTs also won't 
work on: 

• an original 1 28K Mac or a Mac 5 1 2 (you need a Mac 
512e or later) 



• much early software, including versions of PageMaker 
prior to 3.02 

• systems earlier than 6.0 

• WordPerfect 1 .03 and earlier (maybe later versions as 
well) 



4 font ID conflicts on foreign systems 

As mentioned in the previous entiy, solving internal 
conflicts by font renumbering only adds to the probability 
of conflicts with other systems. The easy solution is to bring 
your hard disk and use that to run the other system. But 
there are other approaches. 

One is to find out the ID numbers of your fonts and the 
fonts on the other system, and see if they match. (If they do, 
you're home free.) A utility called FontDisplay shows you the 
ID numbers of fonts, as does a handy little DA called Font 
Info (from Regional 'Typographers). Font Info also counts the 
fonts you have installed, points out any conflicts, and tells 
you how many there are. Both FOMTastlc and ResEdit show 
ID numbers and let you change them too. You can even 
^ display them in Word (believe it or not). Here's how. 

* ■ Start a new document and choose Save from the file 

l°p menu. Click the Format button and choose Interchange 
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(RTF) as the format you want the file saved in. Click the OK 
button In the Format dialog box. name the document and 
click the Save button. The document on your screen will 
look something like this (depending, of course, on the fonts 
you have installed): 



test 



{\rtf 1\mac\deff2 {\fonttbU\fO\fswiss Chicago;}{\f2\ 
froman New Vork;}{\f3\fswiss Geneva;}{\f4\fmodern 
Monaco;}{\f5\fscript Venice;H\f6\fdecor London;}{\f7\ 
fdecor Athens;}{\f 1 1 \fnil Ca1ro;}{\f 1 2\fnil Los Angeles;} 
{\f13\fnil Zapf Dingbats;}{\f 1 4\fnil Bookman;H\f 1 6\fnil 
Pa1atino;K\f 18\fnil Zapf Chancery;}{\f20\froman Times; 
}{\f21\fsw1ss Helvetica;}{\f22\fmodern Courier;){\f23\ 
ftech Symbol;H\f27\fnil Benguiat;}{\f31\fnil Optima;} 
{\f33\fnil Avant Garde;}{\f34\fnil New Century Schlbk;} 
{\f50\fnil Fallingwater;H\f79\fnil lmages;}{\f 1 04\fnil 



O 



The number appearing after the f between the 
backslashes In front of the font name (as in Geneva) Is Its 
ID # (in this case, 3 — the regular ID number for Geneva). 
Just ignore the lowercase words before the font names 
(Swiss, modem, script, etc.). 

You can get font ID numbers many other ways. If the 
other system you're printing out on Is at a service bureau, 
they may already have a list of ID numbers you can check 
against your own. 



A final option is to print from a PostScript file Instead of 
from the document you've created — PostScript files iden- 
tify fonts by name. Some programs. like PageMaker, give 
you the option of saving a PostScript version of your docu- 
ment. (You can create a PostScript file from most Mac pro- 
grams — ^see saving a FostScript flie on page 259.) But the 
Identify-by-name approach doesn't always work either, as 
the next entiy makes clear. 



% 
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4 dimmed fonts on PageMaker's menus 

Sometimes a font's name appears dimmed on Page- 
Maker's menu. This means you've created a document that 
contains a certain font and then reopened it (on your sys- 
tem or someone eise's) when that font is no longer available. 
(It happens because PageMaker keeps track of fonts by 
name rather than by number.) 

# two font menu puzzlers 

Sometimes you know you have a font installed but it 
doesn't appear on the Pont menu. Other times you choose 
a font from the menu but a different font is applied to the 
selected text. Both problems are caused by conflicting ID 
numbers. You have different fonts with the same ID num- 
ber in separate suitcases, which confuses the Mac. It looks 
for its screen fonts in this order: 

• in the current application (Chapter 8 describes how to 
install fonts directly into applications), 

• in the System file, 

• in any open suitcases (that is, one which is available to 
the System), starting with the most recently opened one 

If you have fonts with conflicting ID numbers in various 
places, the first one the Mac runs across wins. If you can't 
resolve the conflict, install your important fonts in the Sys- 
tem file, so they get priority. 

(There's another possible reason for the first problem. If 
you open a suitcase with Suitcase or Juggler afteryou launch 
your program, the program can't update its Font menu. 
Both programs warn you of this problem, however.) 

ft installed sizes not noted on the menu 

Suppose you know you have five sizes of a font installed, 
but only two of them show up on the Size menu (as out- 
lined numbers). This occurs because you have the same 
font, with the same ID, in two different places, but not all 
the sizes are in both locations. 
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If the Mac finds Times-10 and Times-12 in the System 
file. It will ignore the Times 9 through 24 you have in an 
opened suitcase, because it always ignores fonts with du- 
plicate ID'S. You have to consolidate your fonts so aii the 
sizes are in one place. 

4 font size conflicts (An) 

There's a bizarre bug in some screen fonts that 1 haven't 
been able to track down the reason for; knowledgeable 
tech support people don't seem to understand it very well, 
or give reasons for it that don't make sense. Still, it's worth 
telling you about it, so your heart won't stop the way mine 
did the first time you see it. 

Under certain circumstances, where there are no font ID 
conflicts (as verified by Font Info or some other utility), one 
screen font will be substituted for another in a certain small 
range (or ranges) of sizes. Increase or decrease the size 
significantly, or even leave it the same and go to a different 
view (200% or 50%, say), and the invader font disappears. 
The real font shows up on the font menu, and the text 
prints out correctly in that font. The invader font only ap- 
pears when the real font is displayed at a certain size, but 
you get it no matter what program you're in and no matter 
what type style you change the text into. 

The first time I saw the problem was in the Ten Com- 
mandments section of Chapter 1, when Adobe's Arnold 
Bdchlin was substituted for Adobe's ZapfcUmcety. Let me tell 
you, Arnold Bdcklin was not meant to be a text face; I 
thought two fonts were printed over each other. (Amazing, 
when I just now went back to see what size the Zapf Chan- 
ceiy was, I couldn't reproduce the problem. I'd removed 
Arnold Bdcklin from the suitcase and then reinstalled it, so 
maybe that helped somehow.) 

One difficulty is that there's no way to tell what the 
invader font is unless you happen to recognize it. Some 
relatively heavy sans serif font is substituted on the screen 
for all the 1 8-point Adobe Benguiat bold italic section heads 




bug 
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throughout this book. (I'm so used to It by now that I think 
if i actuaiiy saw them in Benguiat, i'd faint.) I thought it was 
Vag Rounded, but that's not instailed at the moment, so 1 
guess it's something eise. 

I'll work on finding out why this happens and will let you 
know about it in an update, but in the meantime, if it happens 
to you, you'll know not to panic. It's an annoying problem, and 
a mystifying one, but it doesn't seem to do any real damage. 



4 POISDs and font families 



Both NFriTs and the original font numbering system just 
describe the basic font Itself. To be able to choose Bold, 
Italic or both from a style menu and have the real cutting 
used — instead of just an algorithmically derived version of 
the basic font — ^you need FONDs (font family descriptors). 

A FOMD acts as a sort of lookup table, so the Mac can 
find the styled versions of a font without having to keep 
them all in the menu. FOMDs also provide a way to keep 
track of kerned pair and character width information. 



A FOMD can only handle a family of four related font 
cuttings. These are usually plain, bold, italic and bold italic. 
But what happens if they're not? Well, that depends. If 
there's no bold version of the font in the family, the next 
heavier version of the font is usually substituted. If there's 
no italic, you normally get the cursive or oblique version. 

Here's an example. The three font names on the left 
were the ones on the menu. The second column is how 
they look without any style applied, and the third column 
shows how they look when I made them bold. 



Font chosen 
LEras 
Eras 
BEras 



Plain style 
Eras light 
Eras medium 

Eras bold 



Bold applied 
Eras book 
Eras demi 

Eras ultra 



(Of course, not all font families have six weights. Often 
when you make a font bold or italic, nothing happens.) 
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4 font families on menus (an/sza) 

The Mac was designed to handle a limited number of 
type styles — bold, italic, underline, etc. (It didn't seem 
limited at the time, compared to what other computers let 
you do.) You'd just pick a font and apply a style to it. 

But now Mac fonts, like regular typesetting fonts, come 
in a myriad of styles. You want bold? Well, which one — 
medium, semlbold, demibold, bold, extra bold or ultra bold? 
So you have to pick the style, as well as the font itself, from 
the menu. 

The second problem comes from the narrowness of list 
boxes. If they were wider, fonts could be named more 
logically, as in the illustration on the left below. But if you 
did that today, you'd get something like the Illustration on 
the right whenever you open a list box. 



Font 




Benguiat 




Benguiat ^ 


Bookman 




Bookman 


Cheltenham 




Cheltenham || 


Cheltenham Bold 




Cheltenham ||i 


Cheltenham Bold Italic 




Cheltenham || 


Cheltenham Italic 




Cheltenham || 


Chicago 




Chicago ^ 



Which Cheltenham is which? That's why font publishers 
put a code letter In front of their fonts: L Helvetica Light CL 
Helvetica Condensed Light H Helvetica Harrow, etc. Even 
if you can't see the end of the font name, you can figure 
out what it is. 

But this is a stupid approach, because all the styles of a very bad 
particular font are scattered everywhere. If you have hun- 
dreds of fonts on your menu (as many people do), it's easy 
to completely forget that you've got, say, T Vag Round Thin 
under the T's. Even If you can keep all the far-flung styles in 
mind, you still have go all over hell-and-gone to get them. 

The sensible approach Is to shorten the font name (it's 
heresy, we know) and put the style codes after it. So you'd 
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important 

warning 



have Melv L, flelv CL, Melv n, etc. Pretty obvious, huh? Well, 
if common sense were common, we'd be living in a differ- 
ent world. 

Adobe publishes an init called 'Type Reunion (originally 
called Family Reunion, a much cleverer name) that orga- 
nizes fonts into families, and puts all the styles of the font 
family onto a submenu. It works OK, but slows down the 
menu quite a bit. It also prevents you from using QuicKeys 
to change fonts from the keyboard (unless you're choosing 
a solo font — one with no other members of its family on 
the menu; QuicKeys can handle those). 

The illustration below shows you how the font menu 
works with 'Type Reunion installed. The selected font fam- 
ily is underlined in the main menu and the particular weight 
or style is checked in the submenu. 



ft a font by any other publisher 

Many fonts are published by more than one company; 
Brush Script, for example. Is available from both Adobe and 
Bitstream, Although most fonts with the same name look a 
lot alike (not surprisingly), they're never idenUcal, If you use 
Bitstream's Brush Script in a document and then print it out 



Geneua 

Hacker 




Light 

Light Oblique 
Regular 

Regular Oblique 
</Bold 

Bold Oblique 
Black 

Black Obliuue 



Jott ^ ► 

Korinna V 
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on a system that has Adobe's Brush Script installed (using a 
program that identifies fonts by name, like PageMaker), you're 
in for an unpleasant surprise. Not only will the font itself 
look different, the spacing will be thrown off too. 

4 kerned pairs 

Well-designed fonts contain kerned pairs — special 
spacing between certain pairs of letters (Ta, To, Tr, We, etc.). 
But kerned pairs work only if the program you're using 
supports them. Most word processors don't, but most page- 
layout programs do. 

You don't have to wony about kerned pairs — ^you just 
type as usual and the printer substitutes the kerned pairs 
for the plain pair that you typed. 

fl AFM files 



AFM (Adobe Font Metrics) files are supplied with many 
PostScript printer fonts. For the most part, you can just 
ignore them. If an application needs them (it's rare), the 
documentation will tell you so, and it will also tell you 
where to store them (usually in the system folder). 

4 the ASCn chart 



As mentioned elsewhere, ASCII is a widely used system 
for referring to letters, numbers and common ^mbols by 
code numbers. (On the Mac, ASCII files are usually referred 
to as text files.) 



% 

csp. for* 

power users 



Some programs — ^Word, for example — let you enter 
characters by their ASCII numbers. See the entiy called the 
characters you can't type in the special characters section 
above for some examples of where that might prove useful. 



Here's a chart of the ASCII numbers that generate vis- 
ible characters (0-31 generate tabs, returns, line feeds, 
etc.), and the key(s) you use to produce each character. 
(Note that 127 and 215-55 have no standard characters 
assigned to them, and so are omitted from the chart.) 
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Managing utilities 



4 utility basics (ah) 



Utilities are programs that perform relatively simple 
tasks — like searching for a specific file on a disk, setting an 
alarm, clipping a picture or counting the words in a docu- 
ment. (Some utilities perform relatively complex tasks, but 
in that case, they're support tasks for the creation of docu- 
ments — managing fonts, for example.) Utilities come in 
various forms — as stand-alone programs, desk accessories 
(usually called DAs), inits, cdevs and FKeys (all defined in 
entries below). 
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When it makes more sense to do so, we cover some 
utilities in other chapters; for example, Acta, an outliner in 
the form of a DA, is covered in Chapter 1 0 (word process- 
ing), and the Clipper, which supercharges the Clipboard, is 
in Chapter 6 (basic Mac software). In this chapter, we cover 
Apple's basic utilities, other general-purpose utilities, and 
utilities that span categories, like programs used for clip- 
ping art from paint files and pasting them into word pro- 
cessing documents. 

4 desk accessories (dc/aid/sza 



You open stand-alone programs by clicking on their icons 
on the desktop, but you open desk accessories by choos- 
ing them from the 4 menu. (In System 7, this distinction 
breaks down — you can put an application into the # menu, 
and you can doubleclick on a DA's icon to run it.) 




Ulings 
to come 



The advantage of DAs is that they can be used without 
leaving the application you're in, since no matter what you're 
doing on the Mac — ^with a few rare exceptions — the 4 menu 
will be in the upper left comer of the screen and will con- 
tain all the items it does on the desktop. For example, you 
can open up the Scrapbook in the middle of a word pro- 
cessing session and paste in a picture from it. 
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Some desk accessories are complex enough to be con- 
sidered applications, but most are utilities. They let you take 
notes, dial the phone, open documents created by other 
programs than the one you're in, create new folders, check 
spelling, play games and move, rename and delete files. 

Officially, you're limited to fifteen DAs Installed in any 
one system file — in other words, at any one time — but you 
can get around that with programs like Suitcase and Font/ 
DA Juggler, both discussed below. 

Desk accessories are installed (and removed) with a util- 
ity called Font/DA Mover (there's a whole section on it later 
on In this chapter). You can put DAs In: 

• the System file (once a DA is there, it always shows up 
in the # menu). 

• a suitcase file, named after the shape of Font/DA Mover 
file icons, which look like this: 



A 




Fonts 



DAs 



A suitcase can contain a single DA or many, and can 
include fonts as well. You create and alter suitcase files 
with Font/DA Mover. If a DA is in a suitcase file, it can 
be added to (and taken off) the fl menu with utilities 
like Suitcase or Juggler. 

• an application — in which case, the DA only appears in 
the fl menu when that application is running, (For how 
to do this, see the Font/DA Mover tips below.) 

fl desk accessory Hies 

Some desk accessories— the Calculator, for example — ^are 
self-contained; others create, or let you create, files to hold 
information— just the way applications create documents. 

Some DA files are automatic; for example, the Scrapn 
book automatically creates and maintains a Scrapbook file 
which holds all the Information you put into the Scrapbook 
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(it's opened automatically when you choose Scrapbook 
from the 4 menu). Like most automatic files, the Scrap- 
book file is stored in the system folder. 

Other DAs let you open and save files the same way appli- 
cations let you create documents. You can name these files 
anything you want, and store them anywhere on any disk. 

4 DAs on floppy disk systems 

If you don't have a hard disk, you've got two potential 
problems with desk accessories. One is that you won't 
have much room for them. Whether you put DAs in the 
System file or In suitcase files, some of the more powerful 
ones take up a lot of space — as do the documents you 
create with them. 

The second problem is that the DA (or DA file) you want 
is often going to be on a different disk. For example, you'll 
have a different Scrapbook file on every startup disk, and 
the one you have at any given time will seldom be the one 
you need. 



4 inits and cdevs 

Inits (short for in/fialization files; in System 7, they're 
called startup files) are loaded automatically into the Sys- 
tem when you start up your Mac; as that happens, the inits' 
Icons appear at the bottom of your screen, (Some inits let 
you suppress this display.) 

inits do things as minor as replace straight quotes with 
curly ones as you type, or as m^or as letting you access a 
remote E-mail system. They take up memory — anywhere 
from 2K to 200K (I haven't seen one larger than that) — ^so if 
you don't have a lot of memoiy, you have to be careful how 
many you add. 

Cdevs fControl Panel devices^ are similar to inits but. as 
their name implies, they appear in the Control Panel, where 
you can adjust their settings. Many inits incorporate cdevs 
(so you can set preferences for how the init works), but an 
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init doesn't have to have a cdev and a cdev doesn't have to 
have an init, 

4 and then there are rdevs 

Rdevs are like cdevs, except they appear in the Chooser 
rather than in the Control Panel. (The r is just the last letter 
of Chooser, since c was already taken.) Printer drivers and 
network devices are rdevs. 

4 FKeys 

FKeys are an almost-obsolete form of Mac software; 
they're Invoked by pressing I ae Ishinl and a number. They 
never really took off as a concept and have been entirely 
overshadowed in the last year or two by inits and cdevs. 

Confusion abounds because other commands can be 
assigned [shift 1 3e l -number combinations with macro pro- 
grams. and because people think the term refers to the 
function keys ( |fi I , fF2l . etc.) at the top of the extended 
keyboards. 

FKeys normally reside in the System file, and can be 
moved in and out with ResEdit. FKeys not in the System file 
can be accessed by Suitcase or Juggler, like DAs. 

There were four FKeys in the very first version of the 
system software (for the 128K Mac). Mow there are sbc: 

• [Shin! 3§ Hi ejects the floppy disk in the internal drive 
(or, if there are two internal drives, in the bottom or 
right one). 

• Ishittl 3S |2| ejects the floppy disk in the external 
drive (or, if there are two internal drives, in the top or 
left one). 

• Ishiftl 86 Io| is for dual external floppy drives; it ejects the 
disk that I Shift! 36 12| doesn't. 

• [Shift! 86 13| takes a picture of what's currently on the 
screen (called a screen shot or a screen dump) and 
saves it to disk as a MacPaint document. The first image 
is named ScreenO, the next Screen), and so on up to 
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Screens. Ishiftl a§ l3| works only in black-and-white, and 
on large screens it only captures what will fit (sideways) 
into a standard MacPaint window. More powerful 
capture programs are described in a section below. 

• Ishinl 3 € | 4 | prints out a picture of what's currently on the 
screen, but only on an ImageWriter or compatible printer. 

• (Caps Lock I Shift I §§ ID prints a picture of the current 
contents of the active window, but only on an Image- 
Writer or compatible printer. 

4 taking more than ten screen shots 

The [shiftl 3§ l3| FKey only takes ten screen shots — ScreenO ^ 

through Screen9. Once you have ScreenQ on the disk, you'll _ 

get only a beep if you try It again. To make [Shinl 9€ |3| work ''hSt 

again, just rename one or more of the flies or drag them 
into a folder. 

fk throwing inits away 

Since Inits are loaded into the System when you start up 
your Mac, you get the file is locked or in use alert if you try 
to throw them in the Trash, To throw one away, drag it out 
of the system folder (you're allowed to move a file that's in 
use) and restart the Mac, Then you can 'Trash it, because it 
won't have been loaded at startup. 

4 init clashes 

The main problem you'll run into once you start adding 
inits to your system is that one will eventually clash with 
your system files, with other inits, or with some specific 
application. The only way to finger the culprit is to drag the 
suspect (the most recently-added init) out of the system 
folder and restart the Mac. If everything's fine, it was that 
init causing the problem. 

To find out which old init the new one is clashing with, 
put the new one back in and take out all the old ones. Then 
add them back in, restarting the Mac each time you make a 
change, until the problem reappears. 
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If an init clashes, you don't have to give it up — some- 
times simply renaming It helps. That's because inits are 
loaded Into memory in alphabetical order, and putting a 
trouble-maker at the beginning or end of the line sometimes 
solves the problem, (For more info on how to do this, see 
the entiy called keeping filenames at the top of lists in 
Chapter 6.) 

ft init managers 

An init manager is an init that lets you turn inits on and 
off (without having to drag them out of the system folder). 
A good init manager also lets you rename inits to change 
their loading order, and can be called up on startup before 
the other inits load (so you can specify which inits should 
be turned on or off this time around, without having to 
restart again to make your choices take effect). 

When inits have associated cdevs, some init managers 
simply prevent the Init from loading but leave the cdev's 
icon in the Control Panel; other Init managers remove the 
cdev's icon from the Control Panel as well, 

Aask, from CE Software, was the first init manager. It lets 
you turn your inits on and off simply by clicking on their 
icons, and you can do that at startup (simply by holding 
down [Spacebar I ) or in the Control Panel (init managers al- 
ways have associated cdevs, which you use to control them). 

IMITPicker from Microseeds is the most versatile of the 
init managers. As its package declares. It 'helps you man- 
age the tangled web of Inits that are supposed to make 
your system more productive, but frequently only serve to 
screw things up.' 

Like Aask, INlTPicker lets you check the Inits you want 
to run, either at startup or in the Control Panel; it will also 
create sets of inits to run together and tell you how much 
memory is being used by each of the active inits. There's 
even a special utility, BombQuard, that detects init clashes 
and prevents one of the dashers from loading. 
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Control Panel 



irJITPicker 2 0 



init cdev 2.0 



After Dark 



AutoSave II 



3.3.1 



INIT Picker 

from Microseeds Publishing 



After Dark 
Apple CD-ROM 
AppleShare 
•^AutoSave II 
Boot Paths 
Broadcast. 1 .2 



o 



CD Remote INIT 
CEToolbox 

✓ClickPaste^ 1.1 INIT 
^ColorFinder 
Complete Undelete 
DialogKeys’^ 

DiskTop .Extras’^ 
^Eastj Access 



o 



Standard _a 



[New... )(^ 



Delete 



Sort 



J [ Scan ) 



[ Logging... ] 
Preference5... ] 



( 

fa 



2.0 



Init and Init Manager are pubiic-domain init managers 
that work in the Control Panel (but not at startup). Unfortu- 
nately, Init Manager can't keep certain inlts from loading 
even after you've turned them off. 




(Init CDEV is another public-domain init manager. Ai- 
though less sophisticated than liUTPicker, it does have the 
advantage of being free — aithough its author, John 
Rotenstein, does ask you to send him a postcard in Austra- 
iia (the address is in Appendix B) if you iike it. — Chris Alien) 




4 public-domain and shareware utilities 

Because utilities are usually small and relatively simple 
programs, many are available as public-domain software 
(i.e., free) or as shareware (tiy it and pay for it only if you 
like it and continue using It). You get shareware and public- 
domain software (also called FD or freeware) through user 
groups and on bulletin boards. (There's also a two-disk set 
of it called The Macintosh Bibie Software Disks; see Chap- 
ter 19 for details.) 

Once you get a shareware program, you'll find the 
author's name and address, and the amount of the fee — 
usually featured quite prominently. Be aware that most 
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A 

important 

warning 


shareware authors won't actually send you the software, 
because the expense of a disk and postage, not to mention 
time and effort involved. Is hardly covered by the usually 
nominal fee. But registered users sometimes receive docu- 
mentation or upgrades not available to nonpaying users, 
so be sure to register any shareware you end up using. 

One advantage of public-domain software and share- 
ware, besides its low price, is that It gets updated quite 
often (most authors are veiy responsive to user feedback). 
And a lot of these programs do things too minor to interest 
a commercial publisher, yet are nonetheless quite useful 
(QuickFolder comes to mind). 

The major drawback of public-domain software and 
shareware is that it's tested much less than commercial 
products. So these programs are more likely to crash your 
system or clash with other programs than are their com- 
mercial cousins. 




The Control Panel 

4 using the Control Panel (An/szA) 

When you first choose Control Panel from the # menu, 
you may think it gives you more choices than you want. But 
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beginners 


in time you'll be glad to have them. 

On the left side of the window is a scrolling list of icons 
(edevs); you choose various ones to set various prefer- 
ences, When you click on an icon, its controls appear in 
the window on the right. The basic Apple edevs are General, 
Keyboard, Mouse, Sound, Color and Monitors, in the en- 
tries that follow, we describe what these controls do, and 
give you our recommended settings for them. 

ft recommended General settings (an/sza) 

The General icon is always at the top of the list. All of the 
settings made using this Icon are kept in a portion of memoiy 
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called parameter RAM (also called FRAM ) — except for the 
desktop pattern, which Is stored on disk. 

Because parameter RAM Is powered by the Mac's bat- 
tery, these General settings aren't lost when you turn the 
Mac off. And because these settings are held In memory, 
not on disk, they stay the same (until you change them), 
regardless of what startup disk you're running from. 




The first control is the setting for Desktop Pattern. On a 
black and white system, you should probably stick with the 
default pattern, a medium gray, because It's quite pleasant for 
daily use. If you run off floppies (and therefore have a variety of 
^stem files), you may find It convenient to use a different 
desktop pattern to Identify the different systems. You can also 
get fancy; for details, see the last entry In this section. 

Mot surprisingly. Rate of insertion Point Blinking con- 
trols how fast the insertion point blinks. This is a totally 
subjective matter, so set it wherever you like — but do try 
S/ow some time and see if you don't find it less distracting, 
as Arthur does. Sharon doesn't like the slow speed — it takes 
too long to find the insertion point if she's glanced away 
from the screen and then looks back. Without the blinking 
to catch her eye, the insertion point is hard to find. 
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Menu Blinking controls how many times a menu com- 
mand blinks after you choose it. If you don't think subtle 
feedback is important tiy setting Menu Blinking to Off; most 
people find it disconcerting to select a command and not 
have it acknowledged. 

\ ^ The Time and Date settings— well, we recommend you use 

T W reality as your guide. But here's an interesting sideii^t One 

3 > of Sharon's students handed in an assignment late, but said 

he had actually flnished it the week before and had just for- 
gotten to give it to her. As expected, the Date Created and 
Date Modified on his disk file showed that he had done it 
earlier that same morning, if he had only known how to reset 
the date on the Control Panel.... (notice: The Macintosh Bible 
does not condone cheating. The infonnation provided here is 
intended to be used for good, not evil.) 

Speaker Volume controls how loud the Mac's beeps (and 
any other sounds it makes) will be. There are eight set- 
tings, 0 through 7, with 7 being the loudest. If you don't 
want to hear any beeps at all, slide the control to 0; instead 
of making sounds, the Mac will flash the menu bar when it 
wants your attention (except when starting or restarting — 
the Mac always makes noise then). 

When you change the Speaker Volume setting, the Mac 
gives you a sample of what the new beep sounds like, 
making it easy to find the volume level you want. We rec- 
ommend starting with 1 , then tiying 2 or some higher num- 
ber if you want it louder. After you've been using the Mac 
for a while and have a good feel for how It works, you may 
also want to tiy 0. 

The RAM Cache settings are discussed in Chapter 3. 

# Keyboard settings (An) 

In the Keyboard section of the Control Panel, Delay until 
Repeat controls how long It takes before a key you're hold- 
ing down begins to automatically repeat, and Key Repeat 
Rate controls how rapidly the key repeats after it begins 
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repeating. 1 recommend you set Key Repeat Rate at either 
of the two fastest speeds and Delay until Repeat at either of 
the two middle choices. 

# Mouse settings (ati) 

There are two settings in the Mouse section of the Con- 
trol Panel. Doubleclick Speed tells the Mac how long it 
should wait after one click to see if you're going to 
doubleclick. With the longest interval set, the Mac will treat 
clicks that are fairly far apart as doubleclicks; with the 
shortest Interval set, you'll have to doubleclick pretty fast 
or the Mac will think you're giving two separate clicks rather 
than doubleclicking. 

I recommend either the short interval or the medium 
one; if you use the long Interval, you'll always be acciden- 
tally doubleclicking on things and opening them when you 
only wanted to select them, (But if you have some impair- 
ment of your fine motor control, from age or illness, the 
long interval can be useful.) 

The other setting is for Mouse 'Tracking. 1 like this set to 
the fastest (or next to the fastest) setting, because this really 
helps me get the pointer to where 1 want it quickly. It may 
take a little getting used to, but it's worth it in the long run. 

4 Sound settings (szA/Aii) 

The Sound section of the Control Panel lets you choose 
which of several sounds the Mac will use to get your atten- 
tion. Current system software gives you a choice of the 
normal (simple) beep, boing, dink-klank (both of which 
sound exactly like their names) or monkey (a screech). 

You can add to this selection of sounds; for example, in 
the illustration at the top of the next page, Sharon has 
added ouch, a dignified little beep that comes with the bargain 

outliner called More. Many sounds are available — especially 
on electronic bulletin boards — that you can install in your 
System or in suitcase files with shareware utilities. 
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Sound Mover works like the Font/DA Mover, letting you 
install sounds in your System file from other files. Sound- 
Master Is a cdev that lets you assign different sounds to 
different system events — so you can have one sound for 
startup, one for restart, one for when you've Inserted a bad 
disk and so on. (You can also move sounds around with 
ResEdit; Chapter 1 7 describes how.) 

The volume control appears again in the Sound section 
of the Control Panel. If you change It here, the change will 
carry over to the volume control in the General section, 
and vice versa. 

4 using the Color Wheel 

The Color section In the Control Panel lets you change 
the color in which highlighted text is shown. When you 
ciick in the Change button, the Color Wheel dialog box at 
the top of the following page opens. 

The wheel has a dot In It that shows the currently se- 
lected color. You can click anywhere In the wheel to move 
the dot, or you can drag the dot around. 

• To change the hue (the actual color) move around the 
circle. 
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Select a highlight color. 




Hue 

Saturation 

Brightness 

Red 

Green 

Blue 




64942 

65535 

35617 



g) 

© 




( Cancel ] ^_0K_Jjj 



• To decrease the saturation (the intensity of the color), 
move in towards the center of the circle. 



• To change the brightness, use the scroll bar to the right 
of the wheel. (When you move the scroll box all the 
way to the bottom, you get black no matter what the 
hue or saturation is.) 



There's a square patch of sample color in the upper left; 
the lower half shows the current color and the upper half 
shows the new color. In the lower left are numeric repre- 
sentations of the current color. You can work directly with 
them If you like, by typing in new numbers or by using the 
arrows next to each number. 

Adjusting the color in the Wheel and then clicking OK 
changes the highlight color. Keep the color relatively light — 
selected text doesn't Invert to white against a highlight 
color, so dark colors make selections unreadable. 



4 changing the desktop pattern and color 

The Control Panel lets you change your desktop pattern 
and color. There are two pictures in the Desktop Pattern 
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area (In the General section); on the left Is an enlarged view 
of the pattern and on the right is what it looks like at actual 
size. As you can see, the even gray of the basic desktop is 
composed of alternate black and white dots. 




Desktop Pattern 



You can make your own pattern by clicking in the en- 
iarged view and turning the squares on and off until you 
have the pattern you want. (Clicking on a black square 
turns it white; clicking on a white square turns it black.) 
There's also a whole slew of built-in choices; to cycle through 
them, click in the white bar above the screen display on 
the right. When you find or create the pattern you want, 
click on the right display and the pattern will immediately 
be applied to the desktop. 

if you're working in color, there will be a strip of eight 
colors underneath the desktop patterns. Click on any of 
them and then click on any dot in the display on the left; it 
will change to the color you're chosen (clicking on it again 
will return It to the previous color). 

To change your choice of colors, doubleclick on any 
one of them to open the Color Wheel. Create the color you 
want, click OK and you'll be back In the Control Panel with 
the color changed. When you're happy with the pattern on 
the left, click in the display on the right to change the 
actual desktop to that colored pattern. 

4 Monitors settings (aw 

The Monitors section of the Control Panel lets you specify 
how many colors or shades of gray will appear on your 
monitor (as described In Chapter 2). If you have more than 
one monitor, it also lets you decide which one gets the 
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menu bar, and tells the Mac where you put them In relation 
to each other. 



fl who's responsible (ah/sza) 

For the names of the people who programmed the ver- 
sion of the Control Panel and Chooser you're using, click 
on the version number at the bottom of the window. 




gossip/ 

trivia 



Some basic Apple utilities 

(and substitutes for them) 



4 the Chooser 

The Chooser desk accessory is most often used to choose 
a printer (how to do this is described in Chapter 4). But the 
Chooser also lets you select zones and file server volumes 
when you're working on a network (that's covered in 
Chapter 15). 

4 adding Chooser drivers 

Each time you open the Chooser, it scans the system 
folder for drivers (the kind of programs it recognizes). So 
you can add printer and network drivers at any time — ^you 
don't have to restart your system as you do with inits. (By 
the way. Chooser drivers are listed in list views as Chooser 
documents — logically enough.) 

4 the Calculator 

What's to know about using the Calculator? Well, for one 
thing, you can copy the number it's displaying and paste it 
into the document you're working on. For another, you can 
paste things into the calculator — not just simple numbers, but 
chains of calculations, like 15*17*92*3, as well. 

4 Calculator Construction Set (ah) 

If Apple's regular calculator DA is a bit too primitive for 
you. Calculator Construction Set Is what you want. Published 
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by Dubl-Cllck Software, it lets you assemble the ultimate 
monster calculator of your dreams (you can stretch It to 
any size you want and keep loading In the keys). Then 
when you're done, you can install It as a desk accessoiy. 

Rather than go Into endless detail about all the func- 
tions Calculator Construction Set makes available, we'll 
just say that If you want it, they've almost certainly got it. 
And the user Interface Is good, so you won't have any 
trouble creating what you want. fYou don't have to create a 
monster calculator— you may only want a simple one, but 
with a 'tape' so you can see what you've entered. — SZA) 



4 the Scrapbook 

The Scrapbook is a standard Apple desk accessoiy, but it 
doesn't follow the standard Mac interface. For example, when 
you cut or copy something from the Scrapbook, you don't 
have to select it first-^ou Just get whateveFs showing. Adding 
something to the Scrapbook isn't very intuitive either — it 
feels like you're pasting It on top of the item that's showing, 
but when you give the Paste command, the Scrapbook cre- 
ates a new page to receive what you're adding, 

'The Scrapbook window is not resizable, but even though 
you can see only part of a large graphic you've pasted in it, 
the entire graphic is stored, "rhe things you store in the 
Scrapbook are kept in a file named Scrapbook file in the 
system folder. If you change the name of that file or move 
It out of the system folder, the Scrapbook will be empty the 
next time you open it. 

Since the Scrapbook contents are in that file, you can 
transfer them from one disk to another. You can even have 
several Scrapbook files (with various names) on the same 
disk— just rename whichever one you want to use at the 
moment Scrapbook File. 

Apple's Scrapbook DA was an elegant concept back In 
1 984, when it was introduced, but as far as features are 
concerned, it's been surpassed by the commercial DAs 
described in the next two entries. 
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d SmartScrap 



SmartScrap (from Solutions) is a terrific Scrapbook sub- 
stitute, and it comes with the Ciipper DA described in the 
iast chapter (just $90 for both). With it you can seiect ali or 
any part of a stored image for copying, it iets you name each 
page of the Scrapbook and then search through the con- 
tents by name, it aiso iets you buiid a pictoriai tabie of 
contents — miniature pictures of the contents of each page 
(to go to the page you want, you just doubieciick on its iittie 
picture), Finaiiy, SmartScrap iets you access muitipie Scrap- 
book flies, without having to constantiy change their names. 




very good 
feature 



d ClickPaste 



CiickPaste ($100) is a great idea — a hierarchicai Scrap- 
book. To retrieve items from it, you just hoid down the 
keys you've assigned to CiickPaste and ciick on the screen 
where you want the Scrapbook contents to be pasted. 
Hoiding down the mouse button makes a menu appear 
with a iist of foiders you've created; as you drag down the 
menu with the pointer, pausing on a foider name pops out 
a iist of the items in the foider. When you seiect an item, 
it's automaticaiiy copied to the Ciipboard and then pasted 
into your document. 




very good 
feature 



You can use CiickPaste as a giossaiy for any word pro- 
cessor that doesn't provide one, instantiy retrieving phrases 
and even paragraphs that you use often, i use it in PageMaker 
for items i used to ieave on the Pasteboard (which i found 
aggravating, because i'd have to scroii so far, or zoom in 
and out of different views, to get to them). 



Unfortunateiy, CiickPeiste needs a iittie more attention 
to detaii. You can oniy deiete items by throwing them into 
the 'Trash, and there's no Mew Foider option in its Save 
diaiog box, CiickPaste annoyingiy requires a foider named 
Scrap on the desktop at the root ievei (i hate being toid 
where to put foiders and what to name them). Stiii, 
CiickPaste is so usefui that i can iive with the smaii defects 
untii an upgrade is avaiiabie. 
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4 Multi-Scrap 

Multi-Scrap Is an oldie but goodie among public-domain 
programs, it's not as powerful as SmartScrap or CllckPaste 
but then again, it's free. It works like Apple's Scrapbook 
except that it lets you access multiple Scrapbook files with- 
out having to change their names. 


very good 
feature 


fl Easy Access (oc) 

Easy Access is a free system software from Apple that's 
designed for people with disabilities who have difficulty 
using the mouse or issuing multiple key commands 
( 1 Shift! Option I F8 1. sav). There are two parts to Easy Access — 
Sticky Keys and Mouse Keys. To make them work, you simply 
put Easy Access in your system folder and follow the in- 
structions below. 

Sticky Keys lets you type key combinations one at a time 
instead of having to press the keys simultaneously. You turn 
Sticky Keys on by pressing the (shift) key five times in a row. 
(Be sure not to move the mouse while you're doing this or 
you'll have to start over.) You turn it off by pressina the (shift) 
key five times again or by pressing Ictnl or any two of the fol- 
lowing keys simultaneously: (~^, I shift 1 or joptionl (Apple rec- 
ommends usina [option] 38 1 because they're close toaether). 

Mouse Keys lets you use the numeric keypad to do all 
the things you usually do with the mouse (but be aware 
that It doesn't work with the original, separate numeric 
keypad— just the more recent, built-in ones). To turn on 
Mouse Keys, you press Isnitt] 38 1 clear I simultaneously (or se- 
quentially, if you're using Sticky Keys). 

The number keys on the numeric keypad move the 
pointer up, down, left, right and diagonally — except for [s], 
which is the same as clicking the mouse. The ® (zero) key 
Is the equivalent of holding the mouse button down, and 
(T) (the decimal point) is equivalent to releasing it. 

Let's say you want to open a menu with Mouse Keys. 
You use [T) through (T) and [|] through (D to move to the 
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menu title, then hit ® to make the menu drop down. The 
(¥) and (2] keys move you up and down the menu. When the 
command you want is seiected, you execute it by hitting Q 
(the decimal point on the keypad, not the period on the regu- 
lar keyboard). To leave the menu without selecting anything, 
you simply move the pointer outside of it, then hit Q* 

You can get veiy precise control of pointer movement 
by tapping the keys. Each brief tap will move the pointer 
one pixel. The longer you hold a key down, the faster the 
insertion point moves. To slow it down, change the mouse 
speed on the Control Panel (the option labeled Tablet is the 
slowest). 

Here's how to shift-click with Easy Access, First, turn on 
Sticky Keys, then press [ shift I twice to lock it down. Hit [U to 
mark where you want your selection to begin, use the key- 
pad to move the pointer to where you want the selection to 
end and hit d] again. Everything between the two positions 
will be selected. 



Managing fonts and DAs 



# suitcase files 

The Font/DA Mover, whose icon looks like a moving 
van, creates flies whose icons look like little suitcases (isn't 
that cute?). The suitcases for fonts and DAs look different : 



A 



Fonts in here 



m 



DAs in here 



You can mix fonts and DAs in the same file (in which 
case the icon will have the look of whatever went into it 
first). Here's how to do that: 

Let's say you've used Font/DA Mover to put some fonts 
into a file. Click the Desk Accessory button and the fonts 
will disappear from the list box. If you now click the Open 
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button, the file you just created won't appear, because it 
contains fonts and the DA button is selected. The trick is to 
hold down I option I while you click the Open button; all files 
will appear In the list box, so you can reopen the font file 
and put desk accessories In It. 

4 Suitcase and Juggler 

In the beginning, ail fonts and desk accessories were 
stored In the System file, and you could only have fifteen 
DAs on the 4 menu. Then came Suitcase — It broke the 
fifteen-DA limit by letting you open fonts and DAs stored in 
suitcase files, not just in the System file. Font/DA Juggler 
came close on Suitcase's heels, and there's no better ex- 
ample of the leapfrog effect than these two programs — 
each release of each product surpasses the last. 

Of the two, I like Suitcase better; Juggler has too many 
hierarchical dialog boxes for my taste, and doesn't seem 
as elegant. But both programs do basically the same thing 
and you definitely should use one or the other of them. 

Suitcase and Juggler both let you open suitcase files 
automatically at startup, or at any time while you're work- 
ing. They also handle system sounds and FKeys, and both 
include utilities that help resolve font ID conflicts (details 
in Chapter 7). 

4 Suitcase and rebuilding the desktop (aw 

A When you restart your Mac and rebuild the desktop by 
holding down I option I ae I (as discussed in Chapter 3), Suit- 
mponant won't be acUve when the desktop appears. If you 

warninfl dott't notlce that, you can go into an application and won- 
der where all your fonts went. To reactivate Suitcase, you 
have to restart again. 

4 loptionl at launch (dc) 

When the Font/DA Mover opens, it normally displays 
fonts. If you want to install or remove a desk accessory, 
you have to click on that button and sit around while it 
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dumps the fonts and loads the desk accessories. A faster 
way Is to hold down the I option) key when clicking on the 
Font/DA Mover Icon (or right after). Keep It held down until 
the Font/DA Mover window appears, and It will come up 
with desk accessories rather than fonts displayed. 

ft auto~open Systems 

If you insert a floppy disk with a System file on it while 
the Font/DA Mover is open and one of Its list boxes is 
empty, the System on the inserted disk Is automatically 
opened and its contents appear in the list box. 

4 selecting multiple Items 

You don't need to hold down the ) shift I key to select 
multiple Items In the Font/DA Mover— just drag across them. 
You can even select items that aren't contiguous, but for 
that you will need to hold down the [Shift) key. 

4 putting fonts and DAs In applications or documents 

You can install a font or desk accessory In any File — not 
just the System or a suitcase. Holding down (option [ while you 
click the Open button lists all Files, no matter what their 
type (as long as they're visible), and you can open any one 
of them and install a font or desk accessory In it. Then the 
DA or font will only appear (In the 4 or font menu) when 
that application or document is open. 

4 ejecting disks with I Option I 

Holding ) Option ) while clicking the Close button closes the 
File in the list box and ejects the disk that It's on. Holding 
[Option) while clicking the Quit button takes you out of Font/ 
DA Mover and ejects any floppy disk(s) that contains files 
that were open In Font DA/Mover. 

4 getting font and DA info 

When you click on a font name In the Font DA/Mover 
window, you get a sample of the font and how much room 
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it takes on the disk. Seiect muitipie fonts and you get the 
totai size of aii the fonts. 

The size of desk accessories is also displayed when you 
click on them, but if you want more Information, hold down 
I Option I while you click on the DA's name; you'll get a break- 
down of how much of the DA is taken up by graphics (picture 
data), how much by the program (program data) and how 
much by other information (other data). 
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File handlers and 
Finder substitutes 



# DiskTop (Charles Rubin) 

DiskTop is a desk accessory that does so many things so 
well that it's hard to describe them all. For openers, it lets 
you find, open, delete, copy, move and rename files or 
folders (and ^"ect disks) from inside any program, it also 
gives you information on files — either the kind provided in 
the Finder's Qet Info window or the more technical infor- 
mation that's useful to programmers. 
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You can even switch applications from within an appli- 
cation, without having to go back to the Finder; DiskTop 
will close the current program and give you a chance to 
save your flies before launching the new program. DiskTop 
performs all these operations at least twice as fast as the 
Finder — and sometimes much faster than that. 

DiskTop is a delight to use. If you install a special init in 
your system folder, you can call up the DiskTop window by 
typing from the keyboard, rather than by selecting it from 
the 4 menu, and you can even choose the keysti oke com- 
bination you want to use to do that. 

Instead of simply showing you disk icons, DiskTop tells 
you the capacity of each disk and how much free space 
remains on it. Clicking on a disk icon displays its contents, 
just as with the Finder. You can navigate into and out of 
folders by doubleclicking on them, and you can also search 
for files by name, type, creator, date created, date last 
modified or size — and in the case of these last three cat- 
egories, you can enter ranges (e.g„ find me all the files that 
were modified in the last two weeks, or that are between 
10 and 20K), You can search for files whose names begin 
with, contain or exactly match the letters you type, 

DiskTop can search multiple disks at the same time. 
When it finds a file, it lists it and keeps on going. When you 
select the name of a file it's found, DiskTop displays a 
graphic map of where that file is located. You can launch 
the application straight from that map by doubleclicking 
on its name (and when you do, DiskTop quits the applica- 
tion you're in, giving you a chance to save if necessary). 

Ah, but that's only the beginning of what you can do 
with DiskTop. You can also set a default folder, so the 
application you're running always looks for files in the same 
place. You can add up to 20 documents or applications to 
the DiskTop menu, so you can simply select them from the 
menu bar instead of having to root around for them. You 
can set preferences for how DiskTop sorts files, whether it 
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shows file sizes in K or in bytes, and which level of informa- 
tion (technical or normal) you see when you get informa- 
tion about a file. 




hug 



DiskTop comes with a really decent manual and two bo- 
nus utilities. One of these, LaserStatus, is described in the 
Printer chapter. The other is Widgets, which does various 
little things like turn off the LaserWriter's startup page and 
adjust the System heap (which is described in Chapter 3). 

(I've found that DIskTop's popup menus interfere with 
Word's menus — Word's keyboard commands work but its 
menus don't respond (although they do drop down). I've heard 
that Microsoft plays games with Apple's programming stan- 
dards, so it's probably Word's menus that are at fault, but I 
use Word ait the time, so I had to give up DiskTop. — SZA) 



4 POWerStation (Faul nofTman) 




very good 
feature 



This is the easiest Finder substitute to use and by far the 
most useful, its most powerful feature is the ability to launch 
documents, instead of putting all your choices on one 
screen, PowerStation gives you sixteen screens of buttons, 
so that you can group your buttons by type (such as graph- 
ics programs or utilities) or by project (all of the documents 
for one project on each screen). 

PowerStation works particularly well with MultiFinder, 
and since it takes up much iess memory than the Finder, it 
leaves more memory for your programs. 



# Findswelt (Charlea Rubin) 

Flndswell is a file-finding utility that appears as an extra 
button in the Open dialog box. Click the button and a 
window opens that lets you search for files; when you find 
one, its pathname (all the folders it's in) is shown. You can 
also navigate through files and folders the way you do In an 
Open window, and you can open any file you come across 
that was created by the application you're currently run- 
ning (which saves you the trouble of quitting Findswell and 
going into the application's own Open window). 
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A number of other file-finding programs, including 
Apple's Find File, are available free or for less than $20 
from user groups or bulletin boards. So why pay $60 for 
Findswell? Well, It has a few advantages that most of the 
competition don't, 

Findswell will match a complete file name, the first part 
of a file name or any part of a file name; these choices let 
you specify a search more precisely, so you don't have to 
look at a whole slew of files with similar names. Another 
(somewhat minor) advantage is that you don't have to go 
up to the # menu to access it. Because it's an Inlt, it loads 
Itself when you start up your Mac, and then Its button is 
there whenever you choose Open... or Save As.... 



But Findswell's nicest, and most unusual, feature is its 
ability to remember the last files you opened (you tell it 
how many to remember) so you can return to them quickly — 
whether it's an hour or a week later. Findswell also lets you 
mark frequently used files so that they always appear in the 
Findswell window; if they're stuck deep inside two or three 
folders, this gets you to them much faster. 



Shortcut 



4 DisKeeper (chris Mien) 



DlsKeeper is a $ 1 0 shareware utility written by J. Qeagan. 
It helps you manage disks that are cluttered up with multiple 
copies of applications and files, that have junk buried sev- 
eral folders deep, or that Just have too many files. It will list 
all your files (you can't turn this feature ofO, as well as ones 
that are locked, invisible, identical to each other, have no 
data In them, and are "orphans" (their creator application 
can't be found, and thus they appear as the plain, generic- 
document icon). It will also find empty folders, invisible 
folders, and folders that only contain one item. 




DisKeeper saves this information to a Word text file that 
can be read by most word processors and spreadsheets. It 
will also move identical files, empty files and the like to a 
folder called DisKeeper Trash. Quite a lot of value for $ 1 0, 
don't you think? 
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(DisKeeper is on The Macintosh Bible Software Disks, 
Third Edition, which are described in Chapter 19. — ATi) 

# Find File shortcuts 

When you've found a file with Apple's Find File DA, you 
don't have to memorize its location and wade through fold- 
ers to get to it. Instead, use the Move to desktop command 
in Find File's menu. This puts the file out on the desktop 
where you can see it. 

You don't have to wony about remembering where the 
file came from, either: when you want to put it back, just 
select it and choose Fut Away from the Finder's File menu. 
The icon zooms back to where it used to be — even if you've 
left it out on the desktop through a shutdown and restart. 

li ICOndtl (Steve Schwartz) 

Even though pop-down menus are easy-to-use. I've of- 
ten wanted a quicker way to choose commands (and one 
that's easier than memorizing sets of key combinations). 
Wouldn't it be nice to have your most frequently used 
commands available at the click of a button? Icon-It! helps 
you do Just that by letting you design miniature icons to 
represent any command in any program (and FKeys and 
desk accessories as well). 

Icon-It! provides templates of icons for the Finder and 
for about forty major word processors, databases, graph- 
ics programs and programming languages. Even though 
the templates may not have every option you want, they're 
a good place to start. You can replace any icon with one of 
your own design or copy one in from another template. 

You modify icons (or build them from scratch) in Icon- 
It fs editor. Another part of the editor lets you specify the 
number of icons in the menu, as well as their height, width, 
spacing and screen placement. Each Icon can be assigned 
to a menu position, a menu name or a macro command. 

lcon-It!is a well-designed product and many people will 
find it worth the $90 it costs. 
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4 On Cue 



On Cue lets you place a special menu just about any- 
where you want: at either — or both — ends of the menu bar, 
or anywhere you click on the screen while holding down 
certain keys (you choose the keys). The menu lists any 
applications you install in it; choosing an application from 
a menu launches it. 



shortcut 



You can also install documents In submenus on the 
main On Cue menu, and selecting such a document will 
also open the application that created It (if necessary). Under 
MultIFinder, the menu also lists all the applications cur- 
rently running, so you can get to any one directiy. 

On Cue sounds pretty nifty when you read about it, but 
after you've used it for a while, you'll be thinking, 'how did I 
ever live without it?" On Cue is extremeiy configurabie to your 
own needs and working habits. 1 recommend it very highly. feature 




very good 



Layout (Michael Bradley) 



Tired of the standard 9-point Geneva font used in the 
Finder? A public-domain program caiied Layout lets you 
change the font and/or type size. It also lets you change 
other defaults, like the size and shape of new windows, the 
spacing of icons and text, and how files are viewed in the 
defauit windows (by icon, by name or whatever). 




Layout is good, bug-free software. It's avaiiable through 
the usual public-domain channels — bulletin boards, user 
groups, etc. We haven't given you the author's address in 
Appendix B because it's freeware, not shareware. It was 
written by Michael O'Connor. (Layout is included on The 
Macintosh Bible Software Disks, Third Edition, which are 
described in Chapter 1 9. — Ali) 



4 Tidy It Upl (Chris Mien) 

'Tidy It Up ! organizes cluttered system folders by group- 
ing files in logical categories. This not only pretties things 
up but also makes out-of-place files more obvious, so that 
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you can eliminate them. Tidy it Up! comes to us from Bei- 
gium and was written by Quy Fiems. It's shareware and 
costs just $20, so if you use it, please send in your fee. (It's 
included on The Macintosh Bible Software Disks, Third 
Edition, which are described In Chapter 19. — AW 



4 QulckFolder 




Some of the simplest utilities are also the most useful, 
as QuickFoIder proves. It's a shareware init that puts a Hew 
Fo/der button in every Save dialog box. QuickFoIdeTs reg- 
istration fee is $5, which you send to Mark Igra, #2, 1588 
Heniy St, Berkeley CA 94709. (But get the program itself 
from a bulletin board or user group; $5 doesn't cover the 
cost of mailing out a disk.) 





very good 
feature 



4 Set Paths (aw 

This incredibly useful $20 shareware utility (from Paul 
Snively) helps prevent clutter in your system folder (and 
interminable waits when you open it). With it you can specify 
up to five additional folders that programs will look in when 
they normally look in the system folder. 

This lets you put away ail those things that have to be in 
the system folder, like help files, printer fonts, AFM files, 
etc. (but be aware that some kinds of flies — printer drivers, 
for example — ^have to be right out in the system folder). 

normally you put the additional folders in the system folder, 
but they can be anywhere on the disk. All you have to do to 
set them up is open the Set Paths DA and dick on them. 

I've been using Set Paths for years and couldn't work 
without it. Apple should make it part of the basic system 
software. (Mote: Set Paths does not work with Multifinder.) 



4 Shortcut 

Here's another idea that's so useful Apple should In- 
clude it in the system software. You know how tedious it is 
to move up three folders in an dialog box and then move 
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back down four or five levels to get to the file you want? 
Well, with Shortcut, you can go directly to the folder you 
want by, either selecting It from a popup menu or by using 
keyboard commands. 

You can also create new folders, go directly to a the disk 
you want without having to cycle through several with the 
Drive button or the [Tab] key, open a specific file without 
having to go to its folder, use the Find function to search 
the disk for something you've misplaced — and if that's not 
enough, you can automatically unstuff a stuffed file. 
(Raymond Lau, author of Stufflt, wrote this utility, too. Too 
bad he got out of high school and went off to college re- 
cently — It's slowing down his production of Mac utilities.) 

Shortcut puts a little arrow to the left of the disk icon in 
every Open and Save dialog box. Pressing It pops down 
Shortcut's menu. You can use the menu and its submenus 
to navigate Shortcut's options, or take advantage of any of 
the many user-assignable keyboard equivalents. 



Select a Document: 



CD RppleLink 5 



CD Books 
CD FileMaker 
CD Finances 
Q HyperCard 
CD Misc 
CD More 




7865k free on : 

Tl 



Int HD 

Sketch-Pad 1 


§§2 


New Folder... 


ses 


Go To Folder 


► 


Open File 


► 


Find... 




Get Info 




Unstuff... 




Uolumes... 




Help... 

Hbout Shortcut'**... 



shortcut 
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Text tools 



4 miniWRITER (Am 




This Is most people's favorite note-taking DA. Written by 
David Dunham of Maitreya Design, it's fast, siick, has a 
great (and accurate) word-count function, and oniy costs 
$ 1 2. i couldn't live without it. 



4 JollWrite (Paul Hoffman) 




This littie-known DA is a $20 shareware gem from France. 
Like the Mote Pad, it iets you create and edit text-oniy docu- 
ments while running other programs, it's much more power- 
ful than miniWRITER and is compatible with more software, 
because it doesn't take up any space on the menu bar. 



4 QuickDEX (Paul Hoffman) 




very good 
feature 



This is the ultimate note-taking DA — so intuitive I can't 
even imagine using the manual. You write on the equiva- 
lent of index cards and then toss them in the card box. The 
rind command works at lightning speed and searches for 
any word on any card. You can easily create different card 
stacks; QuickDEX keeps track of all of them at once. It 
costs $60. 



4 Lookup (Charles Rubin) 

Lookup is a $60 desk accessoiy that lets you search 
through either of Spellswell's dictionaries from inside any 
program, so you don't have to quit a program to run 
Spellswell itself. This is handy for checking the spelling of 
individual words as you're typing and editing. 

In most word processor, spreadsheet and database pro- 
grams, you can highlight a word to be checked and then 
automatically replace it with an alternative Lookup sug- 
gests (it often gives you several choices). In some programs, 
you can only look up words but you can't automatically 
replace them. 
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If you don't like the alternate word Lookup suggests, 
you can scroll through Spellswell's dictionaiy to find an- 
other. You can also add words to, or delete them from, the 
dictionary. When you add a word, you can specify variants 
such as plurais, acyectives and adverbs in one dialog box, 
so you don't have to add all these separately. 

You have to choose Lookup from the DA menu and 
locate the Spellswell dictionary for it the first time, but after 
that you can check words during the same work session by 
typing loptionl 8g 1~| from the keyboard. 

It's nice to have access to a large dictionary from inside 
any application, but Lookup only checks individual words. 

For just $20 more, you could buy Thunder, a desk acces- 
sory that will check the spelling of whole documents from 
inside most applications, and which includes a glossary 
feature to boot. 

4 GOfcr 

QOfer is a text-search utility — ^you tell it what text you're 
looking for and it searches through your entire hard disk (if 
necessary) to find every occurrence of it. You can set QOfer 
to look only in certain folders or only through certain types 
of documents, and you can tell it to find exact matches. 

Ignore case, etc. This is an incredibly handy utility for those 
times when you know you wrote (or saw) something some- 
where, but can't remember where. 

4 Quote Init (an/sza) 

As you type, this public-domain init substitutes true open 
and close quotation marks ( “ ” ) for the Mac's standard 
vertical quotation mark ( “ ) and a right-leaning apostrophe baiyain 
( ’ ) for the Mac's standard vertical one ( ' ). It also supplies 
open and close single quotation marks ( ‘ ’ ) — even when 
they're nested within double quotes. 

Quote Init is smart about what to do when (for example, 
it can recognize the continuation of a long quotation through 
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multiple paragraphs) and on the rare occasions when it 
makes a mistake (usually when you're inserting punctua- 
tion into existing text), corrections are relatively easy — ^you 
just backspace over the character and type it again. 

Once active. Quote Init works in every application (in- 
cluding the Finder). You can choose to have it automati- 
cally install Itself at startup or wait for your command, and 
you can toggle it on and off with I ae I option! '1 (or any an- 
other key combination you choose) as you work. The tog- 
gling is very rapid, so it's no trouble going back and forth. 

That's good, because you'll find you have to turn the 
curly quotes off occasionally. Straight quotes are often used 
to indicate repeated information in databases and text in 
spreadsheets; FileMaker needs them in its formulas; and 
programming languages and terminal emulation programs 
use them too. 

Toggling is useful for removing streiight apostrophes from 
existing text. You Just call up the flnd-and-replace dialog box 
(in whatever program you're in), hit I ae I option [~n (or whatever 
key combination you've assigned to Quote init), type Q in the 
Find field, I Tab I to the Replace field, hit 1 38 [option I ‘ I again, type 
a curly quote, and proceed to replace. 

Quote init also does other on-the-fly replacements. For 
example, it will insert an em dash whenever you type two 
hyphens in a row. This means you don't have to hold down 
I shi^ft I and [option I when you want an em dash. 

You can get Quote init from all the usual places (bulletin 
boards, user groups, etc.). The program's author, Lincoln 
D. Stein, asks that you write him (at #2, 44 Boynton St., 
Jamaica Plain MA 02130) if you think of ways that Quote 
init might be improved. 

ft SmartKeyS (Chria Mien) 

SmartKeys is a cdev that prevents you from typing more 
than one space in a row, automatically converts two con- 
secutive hyphens into an em dash, and automatically turns 
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straight quote marks into curiy ones. You can turn all these 
features on and off in the Control Panel, and you can specify 
applications in which you don't want SmartKeys to work. 

'The program was written by Maurice Volaski and is free- 
ware. (It's included on The Macintosh Bible Software Disks, 
'Third Edition, which are described in Chapter 1 9. — ATiJ 




Graphics tools 



4 Artisto+ (DC) 

If you deal with a large collection of clip art and often 
find yourself searching for just the right picture, you'll really 
appreciate the flexibility that Artisto+ provides. This desk 
accessory allows you to open any MacPaint or FuliPaint 
document on any disk, copy all — or any portion — of it to 
the Clipboard (using a standard selection rectangle) and 
paste it directly to any application that accepts pictures. 

Tom Taylor, the program's author, asks only that if you 
find Artisto+ useful, you send him a donation in any amount 
you like. His address is #137, 3707 Poinciana Dr, Santa 
Clara CA 95051. [It's included on The Macintosh Bible 
Software Disks, Third Edition, which are described in 
Chapter 1 9. — AH) 




4 Clarity (Chris Allen) 

Clarity is a little program that takes bitmapped images 
(MacPaint-type pictures) that are on the clipboard and re- 
duces them for optimum resolution on a LaserWriter or an 
ImageWriter, It comes as an application and as a DA, and 
has complete documentation. This is a handy tool for desk- 
top publishers. 

Clarity was written by Andrew Welch, and its shareware 
fee is a measly $5, (It's Included on The Macintosh Bible 
Software Disks, Third Edition, which are described in 
Chapter 19.— AH) 
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4 The Curator (Erie Alderman) 

The Curator Is a tool for managing graphic files on disk. 
It lets you browse through folders and look at thumbnail 
versions of all the graphic images in them. You can also 
search by filename or by keyword (to do that, of course, 
you first have to attach keywords to the images). 

The Curator automatically reads and displays graphic 
Images in a variety of formats — paint (l.e., bit-mapped), 
PICT, EPS, TIFF and Qlue — ^and can also convert between 
some of them (TIFF to paint, for example, or EPS to PICT). 

The Curator comes both as a DA and an application. 
While some of its Interface tends toward the cute side, it's 
nonetheless a useful and clever utility for those of us whose 
graphic libraries are starting to get — or have already gotten 
— out of hand. 

Screen savers and 
capture programs 

# screen savers (ah) 

Most computer monitors (like most TVs) are cathode ray 
tubes. They're coated on the Inside with phosphors that 
e^or 9*0"^ when a beam of electrons hits them, creating the 
beg/iinen image on the screen. Leaving static Images on the screen 
for long periods of time can exhaust the phosphors in cer- 
tain areas, causing them to shine less brightly, or not at all. 
That's where screen savers come in. 

They keep track of how long it's been since you hit a key 
or the mouse button and automatically black out the screen 
after a certain amount of time has passed. Hitting any key 
or moving the mouse brings back the image that was there 
before the screen saver kicked in. 

Most screen savers today don't merely black out the screen 
— they put a moving image on it. Some of these images can 
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get quite complicated, and beautifui. The ones that move the 
most give your phosphor the best protection (but pure black 
is, of course, the best). 

4 Fyro and After Dark 

Fyro was the first really popular screen saver on the 
Mac. Its name comes from pyrotechnics, another name for 
fireworks, and that's what you get on the screen (on color 
monitors, they're in color). Another screen saver. After Dark, 
comes with a choice of display options (described more 
fully in the next entiy). Pyro's newest release is a reply to 
After Dark — it has a choice of displays too. 

Both programs let you specify how long they wait before 
they take over the screen. You can also turn them on im- 
mediately — the Sleep Now feature — by moving the pointer 
to a comer of the screen (useful when you've got some- 
thing on the screen you don't want eveiybody to see). 

4 After Dark (Karen Faria) 

After Dark 1 . 1 c is a fun screen saver cdev. It's compat- 
ible with MultlFinder (not all screen savers are) and gives 
you 26 patterns to choose from. You can create your own 
pattern by importing a graphic or by writing a message. 

If you're the kind of person who doesn't like other people 
messing with your Mac, After Dark offers a feature called 
Anti-Snoop Sleep. Once you Invoke it, your screen can't be 
reactivated until you key in a password. If someone tries to 
turn the screen saver off, by hitting a key or moving the 
mouse, the screen freezes for about ten seconds and then 
a password box appears. If the correct password isn't en- 
tered, the screen saver resumes until the next time some- 
one tries to deactivate it. 

One bad feature of After Dark is that you can't turn off very bad 

its Never Sleep corner (the place where you put the pointer 
to deactivate the screen saver). Since it's easy to acciden- 
tally leave the pointer in that comer, this defeats the whole 
purpose of having a screen saver. 





very good 
feature 
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(I understand the need for a Sleep How comer, but not 
for a never Sleep comer. After all, if the screen blacks out, 
you can Just touch the mouse and bring it back again. Any 
decent screen saver should let you deactivate this "fea- 
ture" permanently. — An) 

fk Blackout (Chris Allen) 

Blackout Is a screen blanker Inlt that sends your Mac on 
an animated Interstellar voyage. It's shareware (the fee is 
just $5) and was written by Andrew Welch. 

# capturing screens 

Sometimes you need a picture of what's on the screen to 
include in a document. The Mac's standard FKey for this 
function ((shittl se la], described above) has a lot of limitations: 
it only works on black-and-white screens; you can't take a 
picture of part of the screen, or of an opened menu; and you 
have to open a MacPaint document to get at the picture of the 
screen. Fortunately, third-party screen capture programs 
overcome all these limitations, and then some. 

4 Capture 

Capture ($80, from Mainstay) is a simple, straightfor- 
ward utility. When you call It up (by whatever key combi- 
nation you've assigned to it), the pointer changes to a 
crosshairs; you then drag a selection rectangle around 
whatever part of the screen you want to capture, and indicate 
whether you want it saved to disk as a PICT image or sent 
directly to the Clipboard. Capture works even when menus 
are down and dialog boxes are open. 

4 Exposure 

Exposure ($100, from Preferred Publishers) is a super- 
duper screen-capture utility that's perfect for anyone who 
writes about the Mac. Even If you don't, you may find 
it useful. 
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When you invoke Exposure, an image of the screen (in- 
cluding menus and dialog boxes, if any are open) fills the 
screen — ^you think your program or the desktop is still there, 
but it's just a picture. Then Exposure's 'control panel" ap- 
pears, with a variety of tools that let you alter the screen 
image just about any way you want. 

You can make eveiything disappear but a particular win- 
dow, remove the desktop pattern, or bleach a color screen 
to black-and-white. There's even a menu cutter that draws 
a jagged edge at the end of a section of a menu to indicate 
that there's more to it than you're showing. When you're 
done editing the screen, the final picture can be sent to the 
Clipboard, the Scrapbook or a disk file. 

Make sure you get version 1.02 or later. The initial re- 
lease of Exposure had a fatal bug that made your whole 
system freeze a few minutes after you started up, if you 
had MacroMaker installed. Speaking of which... 




very good 
feature 




bug 



Macro programs 



# macros defined (ati) 



A macro is a command that incorporates two or more 
other commands or actions. (The name comes from the 
idea that macro commands incorporate "micro" com- 
mands.) A macro can be as simple as a keyboard equiva- 
lent for a menu command — using f^lin for Save, for 
example — or so complex that it really amounts to a 
miniprogram. 

Macro programs create macros by recording your key- 
strokes and/or mouse clicks, or by giving you a sort of 
pseudo programming language to write them In. Entries on 
some of the more popular macro programs follow. 




csp. for 
beginners 



4 Tempo If 

Tempo's been around for a long time. I've never under- 
stood why it didn't become a standard instantly, because 
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very good 
feature 




bug 



it's an amazing piece of work — and it was even more amaz- 
ing (relative to what else was around) when it first came 
out. Maybe it was before Its time. 

Tempo is the most powerful macro utility you can get. It 
may not be the best one you can get because if you don't 
need the power, MacroMaker— which is cheaper and easier 
to use (and is described below) — might be enough for you. 

Tempo lets you do all sorts of amazing things, like: 

• record mouse moves relative to the window or screen — 
so if you record a click in a zoom box, it will still play 
back in the zoom box no matter where the window is 
when you use the macro 

• chain macros together 

• repeat a macro a specified number of times 

• play back a macro at a specific time, at a specified 
speed or at the actual speed at which you recorded it 

• branch to a submacro from a main one, based on 
what's in the Clipboard 

• use keyboard combinations or a popup menu to recall 
macros — or play them back by their names instead of 
their assigned keys 

• make dialog boxes pop up on the screen, to request 
information for pasting or branching 

Tempo isn't entirely compatible with Word, which can 
be a real problem for people like me, who refuse to give up 
either program. You can still record and play back macros 
in Word, but you have to control Tempo just with keyboard 
commands — ^you can't access its menu. 

4 QtticKeys (An) 

I've been using QuicKeys to generate 'dumb quotes' 
(see the entry In Chapter 1 0 for more details) and to create 
keyboard equivalents for menu commands. In this limited 
use, it's performed flawlessly; the keys I hit for my dumb 
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quotes and keyboard equivalents respond as quickly as 
any unmodified key (or so it seems, anyway). 

Unfortunately, I've found QulcKeys too complex and 
hard-to-use to do much more with it than that, but it's very 
popular among the computer experts I know, and they use 
it for a wide variety of purposes. 

QulcKeys Is a cdev, so you access it through the Control 
Panel. It costs $ 100 (from CE Software), and with it you get 
DialogKeys, which gives you keyboard equivalents for but- 
tons and checkboxes in dialog boxes. 

(I know people who swear by QuicKeys, but I can't stand 
it. You can only record a single action at a time, so if you 
want a macro that does two things in a row — saves and 
then prints, for example— you have to build two separate 
little macros and then link them together in a third macro. 

Even with an extended keyboard, you run out of key com- 
binations very quickly. — SZA) 

4 MacroMaker 

MacroMaker has a number of things going for it — not the 
least of which is that it's free (it's part of Apple's system 
software). MacroMaker is a straightforward, "watch-me" re- bargain 
corder. You can use it to play back mouse moves and 
keyboard input. There's nothing fancy about it — it won't let 
you link macros, for example. But you can use it until you 
learn the ropes, and then move on to something more 
powerful, if you feel the need to. 



4 turning MacroMaker off 

To make MacroMaker's menu appear on the menu bar, 
just put the MacroMaker file in your system folder. To turn 
it off, choose Open MacroMaker and click on the on/off 
switch in the window that appears (the icon will remain on 
the menu bar, so you can turn it back on again if you want). 
To remove the icon from the menu bar, take the MacroMaker 
icon out of the system folder and restart the Mac. 
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fl moving macros in MacroMaker 

Don't wony if you've stored a MacroMaker macro in the 
wrong piace (on the iist of Finder macros instead of as a 
Qiobai macro, for exampie); it's ea^ to move it. Here's how: 

• Choose Open MacroMaker from MacroMaker's menu. 

• Find the macro you want to move in the macro list, and 
select it. 

• Click on the Load button. This moves the macro to the 
editing area at the left of the recorder. 

• The menu box above the list of macros contains the 
name of the current location for the macro — the appli- 
cation to which it's assigned. Press on the box and a 
menu will pop up. 

• Choose the application you want the macro to be 
moved to. (Only applications that already have macros 
appear in the list.) The Global choice means the macro 
will be available no matter what application you're in. 

• Click the Load button to move the macro from the 
editing area into the list for the selected application. 

This procedure copies the macro Into a new list. If you 
want to remove the macro from Its original location, you 
have to do that separately, by selecting it in that list and 
clicking the Erase button. 

Miscellaneous utilities 

4 AutoSave 

/) AutoSave does something almost everybody needs 

HpQ done — at regular intervals (you choose what they are), it 

generates a 1 38 |s| , thereby saving the document you're 
feature working on. (You can change the command if you need to, 
but virtually all programs use ®©.) 

In earlier versions, you listed the applications where 
you didn't v/ant AutoSave to work (the Finder, for example. 



chapters — ZltUities 



SOS 



or databases like rileMaker, that do their own saving), but 
in the latest version (AutoSave 11), you list the applications 
where you do want it to work. This is a big improvement, 
because there didn't used to be any way to keep it from 
working while a DA was open. 

Mow what I want from AutoSave is for it to keep track 
of different applications under Multirinder, and save 
every time I've racked up ten minutes (or whatever) in any 
one applicaUon. As it is, switching around under Multi- 
Finder may mean that some documents never happen to 
get saved. 

(AutoSave could be more slickly written, but it's the only 
program I know of that does what it does, and that's some- 
thing that's totally essential. When you get wrapped up in 
your work, you're going to forget to save — and that means 
you are going to lose work. Since I've been using AutoSave, 
crashes hold no terror for me. 1 Just get curious about 
whether I was unlucky and will have to reconstruct nine 
minutes worth of work, or whether 1 was lucky and will only 
have to reconstruct two. — AFi) 

4 Address Book (chris Mien) 

Address Book (not to be confused with Address Book 
Plus, described in Chapter 1 1) is a handy little shareware 
database program specifically designed for storing names, bargain 
addresses and telephone numbers. The program will also 
dial any phone number in its files at a click of the mouse, 
either directly onto your modem or by generating tones on 
the Mac's speaker. 

it comes as an application and as a DA, The applicaUon 
works well under MulUFlnder, handles multiple address lists, 
and lets you customize a number of features. 'The DA can 
only access a single list file in your system folder. 

Address Book's main limitation is that it doesn't print, 
but you can export to a text file which can be printed with 
your favorite word processor. 
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Address Book was written by Jim Leitch. Send him the 
$20 shareware fee and he'ii send you some additionai, 
reiated utilities: Addrjist Merger, which merges two ad- 
dress book files; Text to Address Book Convertor, which 
imports text files from other applications; and SideKick 
Convertor, which (needless to say) converts SideKick files 
so Address Book can read them. 

(Address Book is Included on The Macintosh Bible Soft- 
ware Disks, Third Edition, which are described in Chapter 
19.— AH) 




4 Calendar DA (chris Mien) 

This is an elegant little shareware desk accessory for 
planning and scheduling. When you first open It, it displays 
the current month, with the current date selected. There's 
a text area at the bottom of the window for listing today's 
events (it will be empty, of course, since the program isn't 
psychic). Entering text into this area outlines the date, so 
you know there's something there. Clicking on other days, 
months, or years changes the calendar to show the appro- 
priate day. 




Calendar DA doesn't print calendars, nor is it an alarm 
clock, but I've been using it continuously (in one version or 
another) for about five yeans now. The companion applica- 
tion, Calendar Tools, lets you convert text files to Calendar 
files, and Calendar files to text files (for printing). 
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Calendar was written by David Oster, who asks just $5 if 
you regularly use this DA, or just $8 if you use Calendar 
Tools as well. (It's included on The Macintosh Bible Soft- 
ware Disks, Third Edition, which are described in Chapter 
19.— AH) 



4 To DoJ (Chris Allen) 



To Do ! is a neat little shareware desk accessory for mak- 
ing to-do iists. You can check off things you've done, lower 
or raise the priority of the things you have to do and attach 
notes to items. The things to do iist and the notes can also 
be easily printed out so you can take them with you. 

To Do .^s author, Andrew Welch, asks that you send him 
a meager $ 1 0 if you use the program, (it's inciuded on The 
Macintosh Bible Software Disks, Third Edition, which are 
described in Chapter 1 9. — AH) 




4 SF Scroll Init 



This public-domain init, written by Mac programming 
wizard Andy Hertzfeld, gives you a little more control over 
list boxes. Instead of always seeing the start of the list each 
time a Save or Open dialog box opens, you'll see the part 
of the list you last worked with. (The Srin the title stands 
for Set Die.) 




4 Scroll Limit 



One problem with faster Macs is that the lists in list 
boxes scroll by too fast. Well, there's a great freeware init 
called Scroll Limit that lets you control that. You control it 
through an associated cdev (see the illustration at the top 
of the next page). 

(This is a great idea, but the rate you pick controls the 
scroll bars as well. I want the lists in iist boxes to scroll by 
fairly slowly, but I want scroll bars to go as fast as possible. 
The way Scroll Limit is set up, you have to compromise 
between the two. — AH) 
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# VnScroIIy 

UnScrolly is a nifty freeware utility that lets you choose 
between icons or text in the Control Panel. When you have 
lots of cdevs, this Is a must. Here's how the Control Panel 
looks, before and after UnScrolly: 
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ll Stepping Out (sieve Schwartz) 

If you've been drooling over large-screen displays but 
can't justify their cost, here's a $ 1 00 alternative. Stepping 
Out will make the standard Mac screen act like a big screen 
(or a window onto one). You can choose from a variety of 
preprogrammed screen sizes, or create and save custom- 
sized screens of your own. 

When you move the pointer to the edge of the screen, 
the view automaticaliy scrolis over. There are also options 
to view the screen at a magnification of two-to-sixteen times 
its original size, and at a 25%, 50% or 75% reduction. The 
menu bar and tool palettes stay in place no matter where 
you scroll, and the type on them stays normal Mac size. 

Stepping Out can be set to run automatically whenever 
you turn on your Mac, or you can switch it on and off from 
the Control Panel or by holding down the I option I key when 
launching an application. (Since some applications, like 
Font/DA Mover, use the I option | key during launch for other 
purposes, you'll occasionally get a change in screen size as 
a side-effect.) 

However you turn Stepping Out on, keep an eye on how 
much memory you have available. It takes a fair amount to 
emulate a big screen — from 1 OOK for the simplest to over 
600K for a three foot by two foot blueprint layout. 

Although extremely handy. Stepping Out takes getting used 
to. For example, if you're in the Finder and use the Control 
Panel to turn off Stepping Out, your disk icons will occasion- 
ally be stranded somewhere off-screen. To get to them, you'll 
have to reactivate the program temporarily. Also, zooming 
icons open or closed occurs in slow motion when you're 
working on a very large screen or with MultiFinder. 

The screen-locking function is quite useful when you 
want everything to hold still for awhile (and not scroll) — 
when you're editing a detailed drawing, say. Unfortunately, 
there are certain display modes where it doesn't work. 
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If your work demands a large display and you're willing to 
take the time to learn the ins and outs of Stepping Out I 
think you'ii find it one of your most useful programs. 

But be aware that in PageMaker, Stepping Out is more a 
hindrance than a help. PageMaker's tool palette disappears 
from the screen when you scroll, rulers either disappear or 
don't ac^ust as you scroli, and the Fit in window command is 
rendered useless (a mejor annoyance, since this is one of the 
most commonly used commands in PageMaker). 



4 stuftn 




very good 
feature 



When you're sending files over phone lines, or squeez- 
ing them onto floppy disks, it's great to be able to make 
them as small as possible. To do that, you need a file- 
compression utility, and the one just about eveiyone uses 
is called Stufflt. It not only compresses individual files but 
also lets you archive combinations of files into a single 
compressed file; you can even compress a folder and its 
contents in one fell swoop. 




Stufflt started out as shareware (written by a high-school 
student, Raymond Lau), but it's now a commercial product 
($25). Stufflt is very fast and veiy efficient at compressing 
files. Keep your eye out for Stufflt Deluxe, a major upgrade 
that will be out by the time you read this. 



# Set Clock (Chris Allen) 




Set Clock is a useful utility that uses your modem to 
accurately synchronize your Mac's internal clock with an 
atomic clock in Virginia, thereby assuring millisecond ac- 
curacy. You just indicate your time zone, click the dial 
button, and within 30 seconds your Mac is on time. (Be 
aware that you'll be charged for a 30-second long-distance 
call to Virginia.) 



Set Clock is by Jim Leitch and is freeware, [it's inciuded 
on The Macintosh Bible Software Disks, Third Edition, which 
are described in Chapter 1 9. — An) 
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4 SuperCIOCkl (Chrts Mien) 



SuperCIock ! is a cdev that puts a small clock on the 
right side of your menu bar. It has a number of customizable 
features including a timer with an alarm and the ability 
to sound on the hour. SuperCIock was written by Steve 
Christenson and is freeware — but if you like the program 
and want to pay something for it, Steve asks that you send 
a donation to Stanford Children's Hospital, 520 Sand Hill 
Road, Palo Alto CA 94304. 




(SuperCIock is included on The Macintosh Bible Soft- 
ware Disks, Third Edition, which are described in Chapter 
19.— AW 



4 Complete Delete (Charles Rutin) 



When you put a file in the Trash, or use a standard 
delete command from inside a program, you only remove 
the file's directory listing from the disk — the file is still on 
the disk, and it can be recovered with an undelete utility 
like the one in MacTooIs. Complete Delete is a public- 
domain program that completely erases a file from the disk, 
so that there's no way it can be recovered. (Don't confuse 
this program with Complete Undelete, which is described 
in Chapter 9.) 




4 SUM n (Oirts Allen) 



SUM stands for Symantec Utilities for the Macintosh. SUM 
II ($ 1 50) is a collection of utilities that I consider essential 
for every Mac owner who has a hard disk. The most impor- 
tant tool is Shield; it makes a backup copy of the vulner- 
able directoiy tracks on the disk, and keeps track of deleted 
files. Since I've started using SUM Shield, I've never lost a 
file because of a hard disk crash or an accidental deletion. 




very good 
feature 



If a disk does crash. Disk Clinic and Recover can help. I've 
used Recover on a number of occasions to recover clients' 
crashed hard disks. Even though they didn't have SUM Shield 
installed, I was able to recover most of their files. 
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The rest of the utilities in SUM II are also of good quality. 
They include Backup, Tuneup (a hard disk optimizer), En- 
ciypt. Tools (a disk editor). Partition and QuickCopy (a floppy 
disk copier). There may be individual utilities from other 
publishers that do as good a job (or even a better one), but 
the ones that come with SUM are more than sufficient. 

ft Screen Gems (chHs Mien) 

This is a package of five color utilities for the Mac II family. 
Color Desk makes the desktop a piece of colored art. Dimmer 
is a screen blanker, Tri-3 lets you configure the Finder's color 
menu to your own selected palette of colors, and Globe is Just 
a color animation of the earth rotating. 

For me, the most useful part of Screen Gems is Switch- 
a-Roo. This is a function key that changes your screen be- 
tween any two color modes instantly, I find switching 
between black-and-white and eight-bit color useful, since 
some programs require one mode or the other, and since 
working in black-and-white speeds up your Mac, 
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4 what this chapter is for (ato 

Some of the stuff in this chapter is covered elsewhere in 
the book (although a lot of it isn't), in any case, the purpose 
of this chapter is to bring together and summarize all the 
basic troubleshooting warnings and procedures, so you'll 
have one place to look when things go wrong. (For the 
same approach, but a much more comprehensive treat- 
ment, check out The Macintosh Bible 'What Do I Do Mow?' 
Book by Charles Rubin.) 



Identifying and avoiding problems 

4 isolating the problem 

The main skill In troubleshooting is figuring out what's 
wrong; once you know that, fixing it is usually pretty easy. 

To Isolate the problem, you first have to think of all the 

■ *' ICfl 

things that might be wrong. Then you just check out each beginners 
one in turn. 

Start with the one that's most likely to be the problem, 
or with the one that's easiest to fix (cross your fingers — 
maybe the easy one will be the one that works.) It's all a 
question of logically eliminating possibilities — and not 
panicking. 

The first thing to ask yourself is; What have I changed 
lately? If you just started experiencing the problem, the 
most recent change to your system (a system update, a 
new init) may be the culprit. Either that, or the new item is 
just the catalyst and something you've been using a long 
time is the actual culprit (it was designed poorly, but the 
flaw hasn't shown up until now). 

Let's say you have a document that won't print. Here's a 
list (in no particular order) of the possible causes: 

• something's wrong with the document 

• something's wrong with the application you're printing 
from 
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• something's wrong with the printer 

• something's wrong with the Mac system 

esp. for 

beghmen Lct's tiy the eosiest thing first: Tiy printing a different 
document from the same application. If it prints, the 
document's probably the culprit. If it doesn't, check that 
the printer's plugged in, turned on, connected to the 
computer and chosen in the Chooser desk accessory. If 
you're using an ImageWriter, also make sure you've indi- 
cated the right connector port in the Chooser. 

Now try printing something from another application. If 
that works, your printer's OK, The system's probably not 
the problem, since other things are printing. So try replacing 
the application (from the master disk or a backup floppy). 

If that doesn't work, it still might be the application, 
since maybe there was something wrong with the original 
application. (Have you printed from it before? Had problems 
with it before? Either way, it's probably time to call the 
manufacturer's help line.) 

Now, if you're not able to print anything from any ap- 
plication — ^you've got a system or printer problem. Check 
to see if the printer will print its test page. Are you sure the 
cables are OK? Have you tried resetting it (turning it off and 
back on again)? 

If the printer seems fine, look back to your system. Do you 
have the correct printer drivers — up-to-date and compatible 
with the ^stem version you're using? Are you running any 
new inlts or DAs that might be causing the problem? 

This is the point where it's great to have a friend with a 
similar setup. Will the document print from his machine? 
Yes? Aha., .it's not the document then. And so on. 

(This Is Just an example, of course, but hopefully it dem- 
onstrates how to approach a problem. The basics are: Don't 
panic — take a deep breath (or three). Then eliminate possi- 
bilities logically. Remember — computers aren't smart 
enough to be Illogical. — API) 
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4 before calling for help 

Before you call a manufacturer's technical support line 
because you're having a problem: 

• Narrow down the problem, as described above, until 
you're reasonably sure that it's either the application or 
a specific document that's giving you trouble. 

• Have your registration number ready (if the publisher 
requires it) and know which version of the program 
you're using. 

• Have a list of inits that are in your System. (You should 
also have tried to get things to work with no inits in 
your System at all. See Chapter 8 for details.) 

• Know which version of the System and Finder you're 
running and be familiar with the rest of your software 
and hardware setup. How much RAM do you have? If 
you're running MultiFinder, how much memory have 
you allocated to the program? And so on. 
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ft an ounce of prevention 

Many problems — from minor ones like disk slowdowns 
to major ones like crashes and virus attacks — can be 
avoided or minimized by following basic preventive mea- 
sures. Here are some general housekeeping guidelines: 

• Make sure you have only one System and Finder on a 
disk. Use Apple's Find File or some other disk-searching 
utility to check that there are no duplicate System or 
Finder files hiding on the disk. (For more details, see the 
entry called avoid multiple systems in Chapter 6.) 

• Rebuild the desktop occasionally. (For more details, see 
the entry called rebuilding the desktop in Chapter 3.) 

• Use an antivirus program to check out your whole hard disk, 
and then to monitor all incoming disks for viruses. (For more 
details, see the section on viruses later on in this chapter.) 

• Defragment your hard disk to keep it running quickly. 

(For more details, see the entry called defragmenting 
hard disks in Chapter 3.) 




esp. for 
beginners 
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important 

warning 



* Electronic bulletin boards are notorious breeding 
grounds for viruses. So practice safe software— know 
where your programs come from and where they've 
been. Make sure anyone with access to your computer 
also practices safe software. (For more details, see the 
section on viruses later on in this chapter.) 



Backing up disks 



ft about backups (An/szA) 




important 

warning 



There are only two kinds of computer users: those who've 
lost data and those who are about to. The latter obviously 
haven't had their computers very long. 

Since It's guaranteed that you'll someday lose data, the 
thing to do Is to reduce the consequences of It. And you 
can do that to such an extent that losing data Is no big deal. 
For example. If you back up every ten minutes, you can 
never lose more than ten minutes' work. 




very good 
feature 



fl same-disk backups 

If your hard disk crashes. It's a m^’or catastrophe, be- 
cause of all the data on It. But It's much more common for 
a single file on a disk to become corrupted (and unopenable, 
and unrecoverable), either because of a system crash or a 
virus. When that happens, a copy of the document right on 
the same disk is all you need to get going again. 

Some programs let you automatically make a backup 
copy of the document you're working on— every time you 
save it, a copy Is also saved. You should turn this feature 
on In any program that has It; In programs that don't, you 
should get in the habit of saving double copies of important 
documents by hand — either by using Save As from within 
the application or by duplicating files on the desktop at the 
end of a work session. 



Other files you should remember to duplicate (because 
redoing them can take so much effort) are the little ones in 
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your system folder, like the Scrapbook file, the file your macro 
utility uses to store your macros, files created by desk acces- 
sories, and user-created dictionaries for speliing checkers. 

4 how many backups to make (afi) 

An 800K floppy disk costs about a buck and holds at least jg 

25 hours' work. So if you value your time at more than 4^ an ^ 

hour, the moral is simple: you should always have enough 'h^ 
disks around to make multiple copies of your work. 

1 make three copies, each on a separate disk, of eveiy 
piece of work 1 do. Tony Pietsch got me into that habit 
years ago, when he described the following scenario: Let's 
say you only have two copies of something and your disk 
drive screws up. You insert the first disk and see garbage 
on the screen, naturally you assume there's something 
wrong with that disk, but you're not worried, because you 
have a second disk with the same document on it. So you 
insert the second disk and the drive zaps that too. At that 
point you realize the problem is with the drive, not the 
disk, but it's too iate — unless you have a third copy. 

4 backup of previous entry (c.j. weigand) 

1 second what Arthur just said. "Two backups let you 
recover from losses caused by program crashes, system 
crashes, undetected errors, viruses or disk failure. (The 
shelf-life of a diskette is two to three years at most and the 
potential for random media problems can increase dra- 
matically as time goes by.) 

If you really want to be safe, rotate in a third backup and 
keep it in a separate building, so you can recover your files 
even if you suffer a fire or a burglary. (For more on guard- 
ing against fire, see the entry titled disks meit before paper 
bums in the floppy disk section in Chapter 3.) 

4 more backup tips (Paul Hoffman) 

Here's another reason to back up your hard disk: 
someone may steal your Mac and hard disk. With a backup, 
you can rent another Mac and start working again. 
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As C. J. suggests, you should store at least one set of 
backups away from your computer and probably in a dif- 
ferent building. If the building bums down, having a stack 
of backups next to the computer won't do you much good. 
Also, if someone steals the computer, the thief may steal 
all the disks near the computer as well. 

If your Mac is on a network, you might consider backing 
it up by copying to unused space onto the hard disks of 
other computers. Tor example, if you're networked to a 
minicomputer with a large hard disk, filling up 20 megabytes 
may be perfectly acceptable to the system administrator. 
This is usually much slower than backing up to fioppies, 
but it doesn't cost anything since no floppies are used. 

Be sure to label your backup disks with the complete 
date of the backup, including the year. Since it's likely that 
you wiil own your Mac for more than a year, finding infor- 
mation on old backups Is almost Impossible otherwise. 

# what not to back up 

You don't have to back up everything on your hard disk. 
Why waste your time backing up a few megs' worth of fonts 
in the system folder when you have the master disks stored 
safeiy away? (You do have them stored safely away, right?) 
'There's no need to back up applications, either, since you've 
got them on masters too. Concentrate your efforts on 
backing up files that don't exist anywhere else — the docu- 
ments that you create yourself. 


esp. for 
beginners 


4 backup programs and strategies 

Since backing up the contents of floppy disks is simply 
a matter of putting a copy of each file on at least two 
different disks, the rest of this section assumes that you're 
backing up from a hard disk. You can do that onto fioppies, 
another hard disk, a removable cartridge or a tape. 

Removable hard-disk cartridges are by far the most con- 
venient and cost-effective. And a removable-cartridge drive 
can do double duty as your regular, everyday hard disk. 
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(See the entry on SyQuest cartridges In Chapter 3 for more 
about them.) 

Backing up onto floppies is the least expensive method. 
But backing up a full 40-meg hard disk requires about fifty 
800K floppies— just think about the time It will take. (Of 
course, you don't usually have to back up the whole hard 
disk at once.) 

A good backup program should be reliable and fast (of 
course). It should also be able to split a large file across 
two disks (if you're backing up on floppies) and make global. 
Incremental and archival backups. 

A global backup makes a mirror image of the Information 
on your disk. An Incremental backup only backs up the files 
you've modifled since you last time backed up (or from any 
date you specify). An archival backup saves the previous 
verslon(s) of your backups. Most backup programs insist 
on doing an initial global backup and then let you choose 
to back up just the flies you want. 

Some backup programs compress files when they back 
them up. This makes them work more quickly and efficiently, 
but it means that the same program has to translate the file 
on its return trip — ^you can't just insert the backup disk and 
drag Icons back to the desktop. 

There are dozens of backup programs available, and 
many of them are good. Rather than tiying to survey the 
field, here are a couple I'm familiar with. 

4 Redux 

Redux is a terrific backup utility from Microseeds. It does 
incremental backups and you can also specify that only 
certain types of documents (Excel spreadsheets, say) be 
backed up. 

Redux writes to all kinds of media — floppies, hard drives 
or cartridges. Its manual is friendly and understandable, 
and the names of the files in its illustrations carry through 
the rabbit theme of the logo. Somebody at Microseeds was 
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obviously an English m^’or. (For those of you who weren't 
Rabbit Redux Is the name of a book by John Updike. (Redux, 
by the way, means brought back or returning. A less pre- 
tentious author than Updike would have called the book 
The Return of Rabbit or Rabbit Returns.) — AFi) 

4 HD Backup 

Apple provides the HD Backup utility on its System Tools 
disks, so it's free. Unfortunately, you get what you pay for. 

First of all, HD Backup only works with floppies. Secondly, 
it duplicates files (slowly ) even if they haven't been modi- 
fied since the last backup. This means your backup disk 
collection will keep growing. If you're serious about back- 
ing up your work and have a hard disk larger than a 20 
megs, forget HD Backup. 

One Final note: If you sometimes be^n filenames with a 
period (to change where they sort to in lists), be aware that 
HD Backup ignores filenames that begin with a period. 

# back to square one (ah) 

I've used many different backup programs, some of 
which worked just fine, but in the fullness of my years. I've 
come back to the simplest method. When I quit whatever 
application I'm working in and return to the Finder, I simply 
drag the new documents I've worked on over to my re- 
movable-cartridge drive. That's it. 

Once every few months, I do a full-disk backup O’ust 
documents, not programs) to catch any files I may have 
missed. For that I use the backup program that came with 
my SyQuest drive (all the manufacturers provide them). In 
my case, this is something called AIC MacBak AR (since 1 
have an AIC drive). The name could use some work, but 
the program itself is easy to use and does just what I want. 
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Recovering data from disks 

ft recovering data from crashed floppies (sza/dc) 

Eventually It happens— you Insert a floppy disk with impor- 
tant data In a drive and get one of these dreaded messages: 
This is not a Macintosh disk: Do you want to initialize it? or This 
disk is damaged: Do you want to initialize it? (TTie answer is 
no, unless you want to lose all the data on the disk.) 

Here are some possible rescue procedures, none of 
which is guaranteed to work: 

• Hold down and I option I while inserting the disk and 
keep them held down. A message will appear asking if 
you want to rebuild the desktop. Click on Yes. If the 
recovery succeeds, the desktop will appear after a 
minute or two (how long it takes depends on how many 
files are on the disk). 

• Launch the application that created the documents you 
want to save. Once inside it, choose Open... from the 
File menu and, while the dialog box is on the screen, 
insert the problem disk . If the documents you're 
worried about appear in the list box, you're home free; 
just open them and immediately do a Save As onto 
another disk for each one. 

If the documents you're trying to rescue were created by 
more than one application, just repeat the process for 
each application (or use a program that can read lots of 
different kinds of files). 

• Check that you haven't inserted a high-density disk 
formatted as BOOK into a high-density drive. If you have, 
put it back into an BOOK drive (and see the entry high- 
density disks initialized as BOOK in Chapter 3 for more 
information). 

• Try the disk in another drive. Sometimes a drive is bad, 
and sometimes a disk written on by one drive can't be 
read in another, because the heads are slightly out of 
alignment. 
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• Try rotating the disk's hub a quarter-turn or so and then 
reinserting it. 

• Wait and try again later. If a disk is too cold or too 
warm, it might not be read correctly. 

• Use a disk rescue utility. There are many available, and 
a not- very-powerful one. Disk First Aid, comes free on 
the System Tools disk that came with your Mac. 

These tricks won't work with every disk that goes bad, 
but they're worth a try. If none of them works, remember 
the entire episode the next time you think you just don't 
have time to make backups of your documents. 

fl recovering deleted tiles 

When you empty the Trash, files don't actually get erased 
from the disk — their names just get erased from the direc- 
tory. Since the information is still on the disk, you can get 
it back (until the computer reuses the space). The sooner 
you try, the more likely you are to be able to recover it — the 
longer you wait, the more likely it is that other Information 
will be stored right over the old file. So as soon as you 
realize you need something you've deleted, stop using the 
disk and run a recovery utilily. 

There are utilities that let you go in and find pieces of 
your files, but the best approach is to plan ahead, by using 
a program like Complete Undelete (from 1st Aid Software) 
or Guardian (it's on the SUM disks from Symantec). 

Complete Undelete is an Init that keeps track of every- 
Br © thing you delete from your hard disk — well, not everything. 

but as much as it can in the space you assign to it. When 
feature yQy jrash Something, Complete Undelete keeps a record 
of the information that used to be in the disk directory — 
that is, which tracks and sectors your file is stored in. Then, 
if you need the file back. Complete Undelete knows where 
to go get it — or as much of it as is still around. 

Here's what an Complete Undelete record (accessed 
through the Control Panel) looks like: 
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OK ® UJhen Deleted OName O Creator 





A/1/90 


7:45:33 AM 


Invite 


MSVD 






4/7/90 


7:45:33 AM 


Cover letter 


MSVD 






4/7/90 


7:45:07 AM 


Gen. quest 


GEOL 


rrr 




4/7/90 


7:45:07 AM 


Id list 


GEOL 1 






4/7/90 


7:44 :33 AM 


Figure 2 


SPNT I 


II 




4/7/90 


7:44:32 AM 


Figure 3 


SPNT ! 






A/7/90 


7:44:32 AM 


Figure 1 


SPNT ! 


Hi 




4/7/90 


7:41 :24 AM 


Word Temp 3 


MSVD 


II; 




4/5/90 


6 :56 ;4S PM 


PMFDGO 


ALD3 


jjjjj 




4/5/90 


10:46:13PM 


Word Temp 5 


MSVD K>l 



[ PreUiem ] 

[ Undelete ) 

[ Help ] [ Cancel ] 



Name: PMFOOO 
Status: Damaged 
Original Six*: 38 sectors (56K) 
Missing Sectors: 14 Remaining :639S 
Vhen Deleted: 4/5/90 6:56:48 PM 

Vken Create^l: 4/5/90 6:23:20 PM 

Last Modified: 4/5/90 6 :56:48 PM 

Greater : AU>3 Type : ALDS FID : 7591 



You'll notice that — unfortunately — records are kept for 
every temp file that an application makes and then erases. 
Programs that automatically make backup copies of docu- 
ments also clog up Complete Undelete, since every time 
you save, the old backup Is recorded as a deleted Ale. 
Because of these problems, make sure you leave Complete 
Undelete enough room to log your real deleted files. 

fl recovering unsaved Hies 

If you crash with unsaved changes to your file, you may 
be able to piece some of It back together from the temp 
files many applications leave in the system folder. 

Word, for example, leaves Ales named Word temp I and 
so on. While you can't open a temp Ale directly, you can 
use a utility like DiskTop to change Its type from WTMP to 
WDBM (the utility's manual will explain how to do it). This 
makes it openable by Word. 
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Viruses 

4 virus basics 

A virus Is a program that functions on your computer 
without your consent. A benign virus may do nothing more 
than duplicate Itself— although even that can screw things 
up if it gets out of hand. Some viruses, however, are meant 
to destroy data — anything from a single file to an entire 
network. Luckily, none of the known Mac viruses so far has 
been designed to purposely destroy data. 

(Unlike (most) viruses that infect human beings, com- 
puter viruses are always created by some emotionally 
stunted little nerd whose Interpersonal skills are so weak 
that he thinks it's amusing to cause other people pain — 
Just to prove he can do It. There's really only a difference of 
degree between creating computer viruses and creating 
biological ones, and no doubt little difference in personality 
between the puerile misfits who make computer viruses 
and the moral zeros who engage in biological warfare. (It 
is, of course, possible to create viruses for moral purposes. 
But even if you're on the side of the angels, this sort of 
sabotage does nothing to sway public opinion.) — AIV 

You get a virus by using an Infected program or disk — 
that is, one that already has the virus on it. Electronic bulletin 
boards are notorious for spreading viruses. When strange 
things start happening— unexplained crashes, files being 
corrupted or disappearing — that's reason to suspect that 
you're infected. 

There are various utilities for detecting and eradicating 
viruses; just as in the world of medicine, it's a game of 
leapfrog — the viruses evolve to outwit the cures and the 
cures get more sophisticated to handle the new viruses. 

ft common viruses 

Here's a brief roundup of some common (or formerly 
common) Mac viruses: 
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• Peace. This didn't do anything except display a World 
Peace message on the first anniversary of the Mac II 
introduction and then erase itself. The first widely known 
Mac virus, it's simply an init in the system folder. 

• nVIR, hpat, nFLU: The second widely known Macintosh 
virus, but the first real trouble-maker. It spreads through 
system files (System, Finder and DA Handler, but not 
inits and cdevs) and applications. It causes random 
system crashes; sometimes it beeps when you start up 
an infected application. nVIR has gone through several 
evolutions, but virus detectors are generally keeping up 
with it. hpat and nFLU are variations of nVIR. 

• Scores: Apparently the first malicious Mac virus, this 
damages applications and modifies the System file, the 
NotePad file and the Scrapbook file. It creates two 
invisible files in the system folder — scores and desktop. 
One infection clue is that your Scrapbook and NotePad 
files, instead of being little Macs in icon view, turn into 
generic document icons (rectangular pages with down- 
turned corners). Scores was created by a disgruntled 
employee to infect his employer's products — which 
were never released to the general public. 

• ANTI: One of the few viruses that doesn't create 
additional resources in existing files — which means that 
many anti-virus programs can't deal with it. It infects only 
applications and, so far, doesn't appear to do anything. 

• wDEF: This virus alters the desktop file, which makes it 
easy to identify on networks: a work station will constantly 
access the file server to the point where everything slows 
down incredibly (say, ten minutes for a folder to open after 
you doubleclick on it) and finally freezes up. wDEF also 
causes startup crashes on lid's and Portables. 

# virus detection and eradication 

Antivirus programs work In three ways: as detectors, 
letting you know you're Infected; as eradicators, getting rid 
of viruses; and/or as preventers, screening Inserted disks 
for viruses before they can be passed on to other files. 
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It's really worth keeping abreast of public-domain and 
shareware antivirus programs. It's a lot easier to download 
the latest update from a bulletin board (or get it from a user 
group) than it is to contact the publisher of a commercial 
product to see if there's an update. 

Since it's virtually impossible to maintain an up-to-date 
list of which program takes care of which viruses. I'll just 
list some of the better-known (and best-working) antivirus 
programs around. Those followed by an author's name are 
public-domain or shareware, Apple's is free, and the other 
three are commercial products. 

AntiToxin (Mainstay) 

Disinfectant Oohn Norstad) 

Eradicate'Em (Dave Platt) 

Ferret (Larry Nedry) 

Interferon, Vi rex (Robert Woodhead) 

SAM (Symantec) 

Vaccine (CE Software) 

Virus Detective (Jeffrey Shulman) 

VirusRx (Apple) 

Disinfectant is a terrific antivirus program generously placed 
in the public domain by its author, John Norstad (and/or his 
employer, Northwestern University — I'm not sure exactly who 
to thank, since some of the program was a collaborative effort). 

Disinfectant can find and remove all the known Mac 
viruses and even offers protection against mutant strains 
of the known viruses, it's simple to use and even has a 
mode that handles multiple floppy disks automatically — 
when one is cleaned and ejected, you just insert the next. 
This is a product that can't be praised highly enough. 

# invisible Wes In the system folder 

As we mentioned in Chapter 6 (it bears repeating), invis- 
ible files in the system folder are almost always due to a 
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virus, (You can find and delete invisible files with utilities 
like DiskTop, ResEdit or DlskTools.) 

We say almost always because it's not Inconceivable that 
at some future date Apple may introduce invisible system 
files as part of the Mac system. So the rule is: make sure 
you know what every invisible file Is there for. 

ft simple virus protection for applications 

You can protect an application from viruses simply by 

locking it in its Qet Info box. Since viruses alter files and ^ 

locked files can't be altered, this is the easiest way to protect 
your programs, (It is possible to build a virus that's designed 
to unlock files, but so far it's not common.) 

# simple virus protection for master disks 

You can protect your floppy disk masters from picking 
up viruses simply by keeping them locked. Just slide the ^ 
little plastic tab so you can see through the disk, and nothing 'h^ 

can be written to it. Of course, you should keep your master 
disks locked anyway, since you shouldn't change any in- 
formation on them — that's why they're masters, if your hard 
disk system is infected and you don't know it, the infection 
is easily passed to a master disk as soon as you insert it. 

If your data disks get around — as you move back and 
forth between work and home, say — only unlocking them 
when you're writing to them yourself is an easy protection 
scheme. (Maybe keeping those little plastic sleeves on them 
when... no, I guess not.) 



System errors, crashes bombs 



4 errors, crashes and sad Macs (szA/An) 



An error is the general term for any kind of software 
problem that keeps the Mac from doing what you want it to 
do. Errors most often arise from some mistake in the pro- 
gramming of the application you're using. Sometimes the 
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result is conflicting instructions being given to the Mac 
about what to do next, and sometimes it's an instruction 
that's impossibie to cany out under the circumstances — 
for exampie, tiying to open a flie that doesn't exist or that's 
corrupted in some way that makes it impossibie to read. 

'ITiere are three basic ciasses of errors on the Mac; general 
errors, system errors (also know as crashes) and sad Macs. 
Simple general errors generate alert boxes telling you what 
went wrong— perhaps a file can't be opened because it's 
already in use, or a printer can't be found. Such situations 
are handled adroitly by the Mac; you simply click the OK 
button to let the Mac know you've seen the alert box, and 
you can continue to work. 

When general errors are more serious, the alert boxes 
contain negative numbers that are codes for what the 
problem is. You'll find explanations of these codes in the 
alert error codes entry below, but don't expect them to tell 
you what you need to do in a given situation — they're rarely 
that practical. 

\ ^ The messages in these more serious alert boxes often 
T ^ contain arcane messages; Sharon's two favorites complain 

3 1 about the curlist object (Isn 't that what Scottish curlers push 

around on the Ice?—An) and the line walker. (I know all 
about this one. I've been walking the line for years. — ATi) 

Really serious errors cause a system error or crash. 
Unlike general errors, crashes normally mean you have to 
restart the Mac. 

The term crash only applies to software problems. If it's 
a hardware problem, you usually say. My power supply (or 
my floppy drive, or whatever) blew up— even though there 
was no explosion and no smoke, (if there were an explo- 
sion and smoke, you'd probably have to say. My Mac blew 
up last night — I mean. It really blew up.) 

Some crashes fill the screen with dots, strange patterns or 
garbage characters; sometimes the Mac makes a noise like a 
muted machine gun. (If you're really lucky, you get both 
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together.) Some crashes are so dramatic that it's hard to be- 
lieve that software, not hardware, is causing the problem. 

'Two kinds of less dramatic crashes have special names: 
hangs and bombs. In a hang (or freeze), the screen looks 
OK but the pointer Is frozen in place (sometimes it disap- 
pears) and keyboard input is ignored. Sometimes, how- 
ever, just the pointer freezes, and the Mac still responds to ^ 
the keyboard. So don't hit the reset button on the program- ^ 
mer's switch without first trying to hit [ 86 |s| and save your 
work. 

Bombs produce alert boxes that contain a cartoon of a 
bomb, a message that reads: Sorry, a system error has oc- 
curred, and an ID number that tells you what kind of error 
it was (they're listed in the bomb ID numbers entry below). 
Sometimes bombs also involve hangs, so you have no 
choice but to push the reset button. 




Sorry, a system error has occurred. 



ID = 02 



Sometimes you think you've Just got a serious general- 
error alert box (the ones with the code numbers), but when 
you click the O/f button, you get a bomb, because the Mac 
is hopelessly confused by unexecutable commands. 

When you're working in MultiFinder, you're less likely to 
see a bomb alert box; instead, you get an alert box that says: 
The application Word (or whatever) has unexpectedly quit 
('The Mac brooks no nonsense; if it doesn't like how an ap- 
plication is behaving— blam, that application is history.) 
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The last sort of basic Mac error message Is the sad Mac 
you sometimes get on startup. Instead of the normal smiling 
Mac icon, the screen goes black and a very unhappy Mac 
icon appears, indicating that the Mac (or the drive you're 
using) failed one or more of the system and memory tests 
that Macs automatically perform when you start them up. 



Sad Macs also have code numbers indentifying what 
the problem is; they're discussed in an entry below. On 
Mac II's, sad Macs are accompanied by broken chords that 
indicate what the problem is (if you've been trained to 
distinguish the chords). 

tl what to do when you crash 

Usually you don't have much choice — you just have to 
restart. Bomb alert boxes usually ^ve you a choice of Re- 
set and Resume buttons, but more often than not, the 
mouse and keyboard also freeze up, so you can't get at 
either button. 

riot that it would matter much if you could — in five years 
of Intermittent bombs on the Mac, I've never seen a Resume 
button that worked. It always just restarts the Mac— just as 
if you'd clicked the Restart button. (That's probably just as 
well; you should always restart after a bomb, because things 
are very unstable.) 

If the Restart button In the bomb alert doesn't respond, 
or if the pointer is frozen, try this: 

• Press the interrupt button (not the reset button) on the 
programmer's switch 

• If you're lucky, you'll get a dialog box on the screen 
with nothing in it except a small prompt that looks like 
this: > ). Type ES (you don't have to press I Shift L but 
anything you type appears as capital letters on the 
screen), then press I Return I 

• If you're still lucky, the dialog box will disappear and 
you'll be back on the desktop. You might even be able 
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to save some files, or at least whatever's on the 
Clipboard. 

If pushing the interrupt button doesn't work, push the 
reset button (on the programmer's switch). 'This will always 
restart your Mac (unless you have a hardware problem). 

The next few entries give you suggestions on how to 
avoid repeated system errors. 

# crashes on startup 

If you're crashing on startup (with a bomb, hang or 
whatever), it's usually because of a problem on your startup 
disk. Often, the problem is with one of the programs on the 
disk that runs automatically — inits in the system folder, the 
System or Finder, or an application you've set as the startup 
application. 

The first thing to do with a crashing startup disk is also 
the easiest: try it again, while holding down | Option 1 §e | . This ^ 
rebuilds the disk's desktop file. If that doesn't cure the 
problem, use another startup disk (usually a floppy, if you 
normally start from a hard disk) and try any or all of the 
following: 

• Remove all inits from the system folder (at least 
temporarily) — or at least pull any you've added recently. 

• You may have to increase your System heap to allow 
extra memory for lots of inits. (See the System heap 
entry in Chapter 3 for more information about this.) 

• Check the disk for viruses. 

• Re-install the System and Finder with the Installer 
program on the System Tools disk. 

• Zap the PRAM (as described in Chapter 2). 

# crashes during use 

When you're having a lot of system crashes while running 
and you can't pin down the reason, first try the four sugges- 
tions in the last entry, then try these: 
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• Use Find File or a similar utility to see if there's more 
than one System on your disk (and get rid of any extras). 

• If you think the crashes may have started after you 
installed a new desk accessory or started using a new 
init, get rid of it (or them) and restart. (If the problem is 
an init clash, you won't necessarily have to give up 
using the init; see Chapter 8 for suggestions.) 

• Replace the application you're using with a fresh copy 
from the master disk. 

• If you're running MultiFinder, check that the memory 
you've allocated to your programs, including the Finder, 
is sufficient. An easy check for this is to see if running 
w/t/70uf MultiFinder stops the crashing. 
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As mentioned in the entry above caiied errors, crashes 
and sad Macs, generai error aiert boxes contain negative 
numbers that describe the source of the probiem (in ways 
that aren't iikeiy to be inteiiigible to you). Here's what these 
number codes represent: 

-33 File directory full 

-34 All allocation blocks on volume are full 



-35 Specified volume doesn't exist 

-36 Input/Output error 

-37 Bad file name or bad volume name 



-39 File not open or end-of-file error 

-41 Memory full 

-42 Too many files open 

-43 File not found 

-44 Volume is locked (hardware) 

-45 File is locked 

-46 Volume is locked (software) 

-47 File is busy; one or more files are open 
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-48 


File with specified name and version 
number already exists 


-49 


File already open 


-53 


Volume ejected 


-55 


Volume already mounted 


-56 


No such device or disk 


-57 


Not a Macintosh disk 


-59 


Problem during renaming 


-60 


Bad master block on disk 


-61 


Tried writing to a read-only file 


-64 


Drive isn't connected 


-65, -66 


Font Manager errors 


-91 to -99 


AppleTalk errors 


o 

p 

o 


Scrap Manager errors 


-108 to -11 7 


Storage allocation errors 


-120 to -123 


HFS problems 


-192 to -199 


Resource Manager errors 


-200 to -206 


Sound Manager errors 


-290 to -351 


Startup Manager errors 


-1024 to -1 029 


AppleTalk errors 


-1096 to -1105 


AppleTalk errors 


-3101 to -3109 


AppleTalk errors 


-4096 to ^101 


Print Manager errors 


-5000 to -5302 


Apple Filing Protocol errors 


-8132 to -81 60 


LaserWriter Driver errors 



it bomb ID numbers 

Here's a list of the common ID numbers that accom- 
pany bombs and, in the few instances where there is some- 
thing you can do about the problem, what you should do: 
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01 Bus error 

The Mac is trying to get at memory that isn't there. It 
may be just reporting the wrong error code, because the 
application you're running has a bug in it or has been 
corrupted, but sometimes 01 can indicate a hardware 
problem. If you get the 01 code, try replacing the 
application(s) you've been using with fresh copies. 

02 Address Error 

The Mac can put something into memory one byte at a 
time, or in larger chunks (two bytes, a word, or four 
bytes, a longword.) It doesn't matter where a single byte 
of information is stored, but for machines with 68000 
chips, the larger chunks have to be stored beginning in 
an address that has an even number. The address error 
occurs when the Mac puts a word or longword into 
memory starting at an odd-numbered address. 

Again, as with so many bombs, the cause of this 
problem is usually a buggy or corrupted application. 

03 Illegal Instruction 

Sometimes a buggy or corrupted application (the culprit 
again!) gives the computer an instruction that just isn't 
in its vocabulary. That's when you get this bomb. 

04 Zero Divide 

The Mac (quite reasonably) refuses to deal with math 
problems where the divisor is zero. 

05 Range Check Error 

If the Mac is told to check if a number is within a 
certain range, and it's not, this error results. (This sounds 
pretty temperamental to me.) 

06 Overflow 

A specific amount of space is allowed for each number 
the Mac has to remember in its processing. (Remember, 
everything's a number to the Mac.) Larger numbers 
need more space. When a program tries to squeeze a 
number into a space that's too small, this error results. 
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07 Privilege Violation 

Not that it makes any difference to you or me, but the 
Mac can run in either Supervisor or User mode. It's 
supposed to always be in Supervisor mode, but if it 
happens to be in User mode when it's supposed to 
follow a Supervisor-mode instruction, it bombs. 

08 Trace Mode Error 

If the Mac is put into Trace mode (this is programmer's 
jargon for something that's too complicated to bother 
explaining) and there's no debugger installed to do the 
tracing, you get this bomb. 

09-1 0 Line 1010 and 1111 Trap 

This bomb means the Mac was looking something up in a 
special instruction table but didn't find what it was looking 
for. A buggy or corrupted application causes this one too. 

12 Unimplemented Core Routine 

If the Mac hits a breakpoint in a program (a spot where 
the programmer expected to do some debugging and 
thus put a little stop sign there) and there's no debugger 
installed, you'll get this bomb. (You shouldn't have any 
software with breakpoints still in it.) 

13 Uninstalled Error 

This bomb means that the Mac doesn't have, or can't 
find, instructions on how to deal with a device (a 
keyboard, mouse or drive, say) that's asking for attention. 

15 Segment Loaded Error 

Some programs are only partially loaded into memory 
when you run them; other parts — segments — are loaded 
into memory only as you need them. When a segment 
can't be loaded, you get this bomb; it's usually caused 
by a bad application. 

1 7-24 Packages 0-7 not present 

Packages are routines in your System file that handle 
certain tasks, like disk initialization. Bombs 17 through 
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24 indicate that a needed package is missing, and that 
your System file is damaged and needs replacing. 

25 Memory Full 

You've run out of memory, or the Mac thinks it's run 
out of RAM due to some mistake in the program you're 
running. 

26 Bad Program Launch 

This is my favorite, because it's the easiest to fix. Bad 
Launch means the Mac couldn't run the program you 
just opened. You need a fresh copy of the application 
because something's wrong with it. 

27 Pile System Map trashed 

Something's wrong with the information about what's 
stored on the disk. Try rebuilding the desktop. 

28 Stack ran into Heap 

The stack and the heap are two areas of memory, so this 
generally equates to running out of memory. 

4 sad Mac code numbers 

As mentioned above, you get a sad Mac because the 
Mac failed one of the Initial startup diagnostics. On the Plus 
and the SE's, the code number beneath the sad Mac icon 
identines the problem. (The SE/30 and all the Mac II's use 
tones to report errors.) The codes are hexadecimal numbers 
(base 1 6), where the letters A-F stand for the numbers 1 0- 
15. The codes differ on the Pius and the SE. 

On the Plus, the saddest Mac of them all is the one whose 
first two di^ts are 0 1 ; that indicates a problem with the ROM 
of the machine (probably time for a new board). The last 
four di^ts don't make any difference if you get an 0 1 . Codes 
that begin with 02, 03, 04 and 05 are RAM failures. 

Sometimes you think everything's going OK because 
the disk starts spinning (you've passed the ROM and RAM 
tests) and then you get a sad Mac. The codes for these 
failures start with OF. 
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A code of OFOOOD usually means that the Interrupt button 
on the programmer's switch is being pressed. Check that it's 
not being accidentally pushed by some clutter on your desk. 
(The programmer's switches on early Macs were especially 
easy to press.) If nothing's leaning on It, remove It and tiy 
putting it in again — or ieave it out and test the machine. 

Codes of 0F0064 and 0r0065 are a cinch. They indi- 
cate, respectiveiy, a bad (or missing) System or Finder fiie. 
Just start the computer with a different disk and reinstail 
the System and/or Finder on the problem disk. 

The SE has two rows of eight digits beneath its sad Mac 
icon. The SE's failures are most often due to bad RAM 
chips and the numbers indicate which chips are no good. 



Security and protection software 

ft computer security 

Computer security isn't about preventing the theft of 
computer equipment; it's about preventing the theft (or 
destruction) of information. There are a number of ap- 
proaches you can use to safeguard your data. 

Which approach you need depends on just how private 
your private files are and whether you're protecting them 
from casual lookers or a sophisticated hacker who really 
wants to get at them. Maybe you don't care if flies are used, 
but don't want them copied. 

Keep in mind that, as a general rule, the more secure 
your files are the more inconvenient they'll be for you to use 
as well — ^so, for your own sake, avoid overkill. 

# protection scAetnes 

Password protection means that you can't get at a par- 
ticular file (folder, volume or hard disk) unless you know its 
password. Many programs have levels of password protec- 
tion — restricting access, restricting privileges (look-but-don't- 
change, changeonly-a-copy, etc.), or both. 
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rile encryption is the best — and therefore the most dan- 
gerous — protection scheme. An encrypted fiie has been 
scrambied, so that the computer can't make any sense out 
of it — and it takes the right password to unscrambie it. 

Why is this dangerous? Because if you foiget the pass- 
word, you can foiget the flie. Even the peopie who make the 
enciypUon schemes, or the best hacker, won't be able to help 
you recover it So if you use enciyption, make sure your 
password is stored somewhere and that at least one other 
person knows where it is. (This is no joke. 1 know of someone 
who died recently and took his password with him — his em- 
ployers needed, but never recovered, those enciypted files.) 

# low-level protection 

Mild security is often enough for many people — sometimes 
you just want to protect your files from being accidentally 
modified by fellow workers who are basically Mac-illiterate. 

Most low-level protection comes from just figuring out 
what you know that eveiybody else around you doesn't. 
When we first set up a Mac lab at a school where I teach, we 
didn't want the students using the master work station. So 
we simply unplugged the mouse but left it where it be- 
longed — no one could figure out why it wasn't responding. 
That worked for a semester. 

Some utilities (like DiskTools, ResEdit and DiskTop) let you 
make flies Invisible. 'The invisibility is easily reversed and in 
any case is strictly a desktop feature — the file still shows up in 
the Open dialog box of the application that created it. 

You can take this a step further if there are just a few 
special files you want to protect from unsophisticated users 
who have access to your machine, in addition to making 
the file invisible, use any of the same programs to change 
the Creator information (this tells you which application 
created the file). This will prevent it from appearing in an 
Open dialog box — unless you know that a particular appli- 
cation (Word is one example) lets you list any document by 
holding down I Shin] when you choose the Open... command. 
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If you have a hard disk with multiple partitions, it may 
not even be necessary to password-protect the partition 
with your private files in it. If no one knows it's partitioned, 
or how to mount the partition, your documents are safe. 



4 Invisible applications (cj. weigand) 

One way to prevent programs stored on your hard disk js) 
from being pirated is to make them invisibie (using Disk- ^ 
Top's Technical ievel Get Info box, for example). But then 
how do you use them? Weil, QuicKeys lets you launch a 
program with a keystroke combination, regardless of 
whether or not its icon is visible. (Both QuicKeys and 
DiskTop are described in Chapter 8.) 



Using this trick gives you full access to all your programs, 
but no one else who sneaks a peek at your Mac will even 
know that they're there. 



it secuiity software tips (sieve Sctiwartz) 

Here are a few tips you may find helpful when working 
with security software: 

• It's easy to be cavalier when assigning new passwords and 
to create so many you lose track of them. Remember — 

if you forget the password, you can kiss the file goodbye. 
[Sharon said this already, but it's worth repeating. — AN] 

• If you work with the files as a set, use a password for the 
whole set, and only use an additional password for the 
extremely sensitive documents inside it. 

• Don't use obvious passwords. One company I worked for 
used everyone's first names as their passwords into the 
accounting system. (That's a hard one to crack, huh?) 

• Unless there's a cryptographer in your office or you're 
required by contract to use the DES encryption 
standard, use the fast encryption method for most files. 

• Remember to lock all files whenever you leave your 
Mac. 




important 

wanting 



542 



TJhe. 9/(acintosfi. (BiBCe, TMtcC ‘Edition 



I 

vety 

hot 

Up 




important 

warning 



ft Empower 

Empower ($400) Is a versatile and powerful protection 
program. It offers two types of protection — with and without 
data encryption. You can use it to assign passwords to indi- 
viduals or groups and assign different privileges to different 
users, much as you do under AppleShare on a network, 

ft Stufflt protection 

The Stufflt utility (described in Chapter 8) also provides 
optional protection for stuffed files — ^you can't unstuff them 
without the proper password, 

ft unerased files 

As has been mentioned several other places, when you 
throw a file in the Trash, it's not actually erased — only its 
name is erased from the disk directory. The Information is 
still on the disk and can be recovered with the right software. 

To keep that data from falling into the wrong hands, use a 
utility like Complete Delete (described in Chapter 8). Or, if the 
files were on a floppy, you can simply reinitialize the disk. 
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Word processors 

# about word processing 

Word processors (also called word processing pro- 
grams) are designed for entering, editing and formatting 
text. Some closely related activities (that aren't word pro- 
cessing proper) include jotting down your thoughts in an 
outlining program, looking in a thesaurus for the right word, 
keeping track of bibliographic references and running your 
finished product through a spelling checker, 

4 two basic word processing rules 

• Don't press I Return I at the end of each line, only at the 
end of paragraphs. 

• Don't use spaces to line things up (they won't line up 
straight). Use I Tab I for tables, the Center command (or 
whatever it's called in the program you're using) to 
center lines, and margin or indent settings to change the 
margins. 

4 some word processing features 

Word processors get more powerful every year. Here are 
some features you should know about: 

• Headers and footers. Virtually all word processors have 
them, but multiple-line headers and footers are rarer. If 
you need them, make sure the word processor you're 
considering can produce them. 

• Built-in spelling checkers are almost the norm now. 

Make sure you can add your own words to a 
supplemental dictionary, 

• Word count. This is a very useful feature. Sometimes 
you also get other, less useful statistics, like the number 
of lines or paragraphs. 

• Multiple columns. Unfortunately, they usually all have 
to be the same width, which can be a real constraint. 
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• Varisbie leading. The ability to vary line spacing 
independently of the size of the font, in one-point 
increments (or smaller). 

• Page layout. This can involve anything from multiple 
columns to placing text blocks or graphics at specific 
spots on the page. 

• Glossaries. This isn't what glossary usually means — 

a list of definitions like the one at the back of this book. 
In Word and some other programs, a Glossary — 
capital G — is a collection of often-used words, phrases, 
paragraphs or even graphics that you can recall with a 
keystroke and place in your document. 

• Outlining capabilities are sometimes built into a word 
processor, as are other powerful features like table of 
contents and /nofex-building. 

• Footnotes. If you need them at all, make sure the word 
processor you choose can give them to you in the 
format you need (on each page, at the end of a 
document, with repeating numbers, or whatever). 
Whatever your basic requirements are, don't assume 
that they're the norm for footnoting. 


1 

very 

hot 

Up 


Remember, just because you can get all these features 
doesn't mean you need them. For example, if most of your 
word processing is business correspondence, or even 
straightforward manuscripts, you won't need a word pro- 
cessor that lets you work In multiple columns. 

The next two entries describe another couple of impor- 
tant word processing features. 


1 
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ft import/export (An) 

One very important (but often overlooked) consideration 
when choosing a word processor Is what formats It will 
accept files In, and what formats It's capable of exporting 
flies In. Some programs can take text from just about any 
other program, and give it back just as generously. Others 
make you jump through hoops to export and import, or 
only recognize a limited number of formats. 
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it Styles 



A Style (capitalized to differentiate it from type styles 
like italic and bold) is a collection of paragraph and char- 
acter formats that you can apply in one fell swoop to selected 
text. (A style sheet is a collection of Styles that you use In a 
particular document.) 



What makes Styles so powerful Is this: If you change the 
definition of a Style, eveiy paragraph defined as that Style 
changes. For example, as 1 write this. I'm using a Style called 
body, whose definition inciudes the font, which for easy 
readability on the screen, is now 1 2-point Benguiat. For the 
book, the definition will be changed to 11 -point Benguiat. 
When that happens, it won't be necessary to select all the text 
and tediously change it to 1 1 -point (being careful to avoid 
section heads, etc.); we'll just change the Style to 1 1 -point 
and all the entries will automatically change to that. 




very good 
feature 



Another advantage of Styles Is that they can be based 
on each other. For example, the entry titles here (the lines 
that begin with an 4 ) are in a Style called entry. It's based 
on body, but with no indent and with bold italic added. If I 
change the definition of body to Helvetica instead of 
Benguiat, the entry titles will also change to Helvetica — but 
remain bold italic and unindented. 

Another great feature, which isn't available In every pro- 
gram that provides Styles, Is the next style or next para- 
graph option. 'This lets you define whether the next para- 
graph you type remains the same Style as the current one 
or switches to another Style. For example, the Style called 
body doesn't change when I move to the next paragraph, 
but the Style called entry does have a next paragraph 
definition. So when I type an entry title and press I Return I , I'm 
automatically shifted into the body Style. 



4 how to choose a word processor (sza/ati) 

• Word processors are the programs most people use 
most often, so choosing one isn't a decision to be 
made lightly. 
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• A good place to start your research is the reviews of 
word processors in recent issues of Macintosh 
magazines. Read the ads too. 

• Talk to people at a user group and see what they love or 
hate about their word processors. But keep in mind that 
most people love the one they're using and that no 
opinion is objective. 

• See if a local dealer will give you a demonstration of 
one or more major programs. Know ahead of time what 
kind of word processing power you need and focus on 
whether each program is capable of performing those 
functions. 

• Remember that more important than features is that 
elusive thing called fee/. If features were all Arthur were 
interested in, he'd use Word. But he can't stand its feel. 

• Call the publisher of any program you're interested in to 
see if they have a demo version of it (or ask a dealer). 

• Buy or borrow a book about the program. Reading 
through a book about a word processor will give you 
more of an idea what the program can do than any 
magazine review. 

• Check out the brief reviews of some major programs 
that follow. They're organized into three groups, 
according to price. And because word processors are so 
important, we've given two separate reviews of many of 
the major programs. 



4 the high-end word processors 

At the top of the (price) list for Mac word processors are 
Word, Mlsus, WordPerfect and FulIWrlte Professional. They 
each cost $400 and are loaded with features. 



4 Word 4 

Although Microsoft Word has Its detractors, a lot of people 
obviously like it, since it's far-and-away the best-selling word 
processing program on the Mac. I'm a Word fan myself, it's 
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true that some of Word's most powerful features — like table 
creation, page layout and typesetting commands — are hard 
to get the hang of. Its built-in outliner Is the worst In any 
word processor. And Word Is pretty slow until you get to an 
SE30 or beyond; even on the original Mac II, there's a 
noticeable delay just waiting for a menu to drop down. 



But Word's faults are minor compared to its advantages. 
Even if they're difficult to grasp at first, the power features 
are there. The fact that no other Mac word processor has 
true Styles keeps me from even considering moving to 
another program. Thanks to the wealth of keyboard com- 
mands, I don't have to reach for the mouse when the words 
are flowing from my fingertips. 




very good 
feature 



All of Word's menus are totally configurable — you can 
put commands where you want them and assign them the 
keyboard equivalents you want. You can even add Ruler or 
dialog box options to the menus. This is a great feature, 
although it must drive Microsoft's support people nuts. 




very good 
feature 



Word gives you a choice of three views: the galley (standard 
view), print preview (a page view that shows miniature pages) 
and F^eview, which is WYSIWYG (wiz-ee-wig; it stands for what 
you see is what you get} — eveiything formatted, with headers 
and footers showing, and yet still editable. 

'There are lots of nice little touches. The I-beam pointer 
slants when placed over italicized text— no more guessing 
whether you're clicking in front of or behind a slanted letter. 
(But selection hlp^li^ting doesn 't always work right in Italics . — 
Ali) There's a word-count function, which also counts char- 
acters, lines and paragraphs and which works for headers 
and footers as well as the main document. The Ruler has a 
dropKlown menu that lists Styles. You can hide graphics 
temporarily, to make scrolling through a document faster. 



All in all. Word 4 has a lot of power. If you don't need it, 
don't succumb to the snob appeal of buying an expensive 
product. But if you do need it. Word provides it. 
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# why I don't like Word (An) 

Because many of the people 1 work with send me files in 
Word, I end up spending a fair amount of time working in it. 
Since Sharon is one of those people (and since 1 didn't 
want to be constantly converting files), I used Word to edit 
this book. 



Word has a lot of wonderful features, and my life would 
be a lot simpler if I used it for all my word processing. But 
after being Immersed in it for several months, I dislike it 
more than ever. 



very bad 
feature 




That's because Word isn't veiy carefully thought through 
and has, at least for me, a veiy unMaclike feel. Many of its 
clunky, ham-handed ways of doing things remind me 
of programs 1 used to use on my CP/M machine, back 
when software standards were really low. Here are some 
examples: 

• When a document is saved, it often shifts position on 
the screen. This is disconcerting when you first 
encounter it, and it remains annoying even after you 
come to expect it. 

• Equally annoying is the fact that when you reopen a 
Word document, it always puts you at the beginning, 
instead of where you left off working. 

• If you accidentally delete the space at the end of a 
paragraph that includes the formatting codes, the font, 
size and style of the paragraph will often change. This 
means you can't drag down by lines to select a whole 
paragraph, because that selects the space at the end of 
the paragraph as well. 

• Similarly, if you hit I Return I to go to a new line, then 
change your mind, you can't simply hit [Delete] to 
remove the line break (the way you can on every other 
Mac word processor) if the formatting of the paragraphs 
is different. 



• Word's spelling checker is one of the dumbest and 
hardest to use of any I know. Its suggestions for correct 
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spellings are particularly lame-brained, as is the fact that very bad 
it puts any word it queries on the top line of the window 
(so you often have to exit the spelling checker and use 
the scroll arrows to see the context the word is in), 

• Word's search and replace function is equally primitive very bad 
and thoughtless. You can only Change All before you 
start a search; once you've begun, that button 
disappears. Since the only safe way to do global 
changes is to do a couple by hand to make sure they're 
working the way you want them to, this is really a bad 
approach, [There is a way to get the Change All button 
back. Click in the main window twice (once to make it 
active, and again to deselect the selected word), then 
click in the Change window again. — SZA], 

Even the buttons in the Change dialog box are 
needlessly confusing. You have a choice between 
Change and Change Selection. (Now there's a clear 
distinction,) The first one means change this occurrence 
and find the next occurrence and the second one means 
just change this occurrence. Why don't they read 
Change and Find and Change only? 

One other thing I hate about Word's search and replace 
function is the way it demands you to tell it if you want to 
Continue search from beginning of document? What's so 
special about the beginning of a document? How often do 
you only want to search from where you are to the end of 
a document, rather than search the w/to/e document? 

(Whenever I click that stupid button, 1 think "Yes, of course 
I want to continue the search from the beginning of the 
document," It's a continuing annoyance,) 

Amazingly, even when you tell Word to Change All, it asks 
you if you want to continue changing from the beginning 
of the document. What sophisticated software — it doesn't 
even understand the meaning of the word all. 

• Word's command hierarchy pays little or no attention to 
the actual needs of users. Basic commands (like f^T^ 
for bold and r^Til for italic) are assigned instead to 
[ 36 1 Shift 1 keys while commands you use much less often 





'Ifie ^Macintosk Third ‘Edition 



552 



(if at all) are given simple fWl equivalents. (Fortunately, 
Word does let you reassign any keyboard commands 
you want.) 

This wouldn't be so bad if other programs, like 
PageMaker, didn't follow Word's lead, but they do — 
as if Word were the standard and every other Mac 
program some sort of aberration. 

very bad • I've dealt with Microsoft for many years, as have many 
of my friends, and I've also known people who've 
worked there. Based on all this, it's my impression that 
Microsoft is a company more interested in its bottom 
line than in serving its customers. As a result, I don't feel 
safe depending on them for support and product 
upgrades. 

• Microsoft's lack of concern for its users also shows up in its 
manuals, which I find more trouble to use than they're 
worth. Unfortunately, you need them, since Word— like 
other Microsoft programs — is counterintuitive, and filled 
with powerful but obscure capabilities. 

4 nisus 3 (An) 

Unlike most computer writers. I'm not fascinated with 
every new program that comes along, in fact. I'm very 
conservative about the software and hardware 1 use; 1 don't 
want to spend the time it takes to learn about something 
unless I'm going to end up using It frequently — and enjoy 
that use. (Along the same lines, 1 drove a 1 965 Plymouth 
Valiant until 1989, and spent eighteen months deciding 
what to replace It with.) 

But every once in a great while 1 run across a product 
whose intelligence of design shines like shafts of sunlight 
breaking through the clouds. Paragon Concepts' Mlsus (nv-sis) 
is one of those programs (at least 90% of the time it is). 

I'm not alone in liking lilsus, by the way. in London, 
MaeVser UK voted it the best word processor, and MacUser 
here in the US gave it an honorable mention. 
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A few of nisus's veiy intelligent features are listed In Chap- 
ter 1, in the Why don't they all...? section; there are dozens 
more. In fact, liisus has more features I'd like to see made 
standard parts of the Mac interface than any other program 
I've ever used. Paragon Concepts' telephone support is great 
and even the manual is pretty good — although, as with virtu- 
ally every one I see, the index needs some work. 




very good 
feature 



Probably my favorite feature in Misus is multiple undos, 
which we unaccountably forgot to put on the Why don't they 
all...? list (it definitely belongs there). I often find myself 
accidentally making two mistakes in a row (usually rapidly), 
at which point, in most programs, the text 1 really want to 
recover is lost (all I can recover is my first typo or mistake). 
But with Misus, you can always recover the text you really 
want, because it gives you 32,767 levels of Undo. (This is 
overkill, I admit; even I seldom make more than 10,000 
mistakes in a row.) 




very good 
feature 



Misus has the most powerful search and replace feature of 
any Mac word processor, and once you get to know it, you can 
use it to get many of the same effects that Styles provide. 
Version 3 also has something called named rulers that are 
closer to Word's Styles, although still not all the way there. 



Misus 3 lets you put as many as three character keys 
after the modifier keys (dD, [Shift] , | option) , etc.), and thus 
create keyboard commands like, say, I shift j Option 1 se isIcfWj . 
This gives you up to 125,000 possible key combinations 
(Misus's programmers seem to revel in overkill). 



Another nice feature of Misus 3 is noncontiguous se- 
lection, something I've wanted for a long time. It lets you 
select separate, disconnected pieces of text, as many as 
you want, and then do the same thing to them ail at once 
(change them all to bold, say, or change the font, or cut 
and paste them as a unit). 




very good 
feature 



Fage-placed graphics is another feature of Misus 3. 'They 
give you a way to place Independent text blocks or graph- 
ics anywhere you want on the page, as in a page layout 
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program. But what you're placing are actually windows that 
contain other documents. 

You can have slde-by-slde columns, for example, but 
each column Is a separate file. In a separate window, within 
the larger window of your document. It's a little like linking 
fields in a relational database (explained In Chapter 1 1 ) or 
the new System 7 Publish and Subscribe commands (ex- 
plained In Chapter 6). 

For all Its virtues, however, nisus has some problems: 

• You can only import directly from Word 3, Word 4 and 
MacWrite 5 (or earlier). Files in all other formats 
(Works, MacWrite II, WriteNow) have to be converted 
into text before Nisus can read them, which is an 
incredibly annoying extra step and also strips out fonts, 
type sizes, type styles, etc. 

• To export into PageMaker, you have to save your Nisus 
files in Word 3 format. This is a bother — but since you 
used to have to save your file as text and lose all your 
formatting, it's an improvement. (Nisus documents can 
be imported directly into PageMaker, but to do that you 
have to throw out PageMaker's filter and substitute 
Nisus's — something I'd be loathe to do, since I import 
into PageMaker from all sorts of applications.) 

• The spelling checker is very dumb about em dashes; it 
queries you on every one, treating the em dash and the 
words on either side of it as a single word. For someone 
who uses as many em dashes as I do, this makes the 
spelling checker virtually useless. 

very bad Paragon Concepts knew about this bug and yet didn't 

bother to fix it for Version 3, preferring instead to 
concentrate their energies on developing an elaborate, 
arcane, built-in programming language! (After all, 
which would you rather have in a word processor — 
a usable spelling checker or the ability to program?) 

This is a classic case of tertiary expertosis, where the 
sufferer's tiny area of expertise becomes all that's real, 
and normal people, walking around in the world, seem 
as insubstantial as ghosts. 





bug 
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• In line with this nerdy approach, some of Nisus's screen 
messages read as if they were written by machines. My 
favorite is the one that asks you to Name file as. I mean, 
do English-speaking human beings talk like this? — 

Jan: Hey, Karen, congratulations on your new baby. 
What did you name her as? 

Karen: Thanks, Jan, we're really in heaven. We named 
her as Susan. 




trivia 



stuff like this makes me feel that Paragon Concepts only 
understands Its users' needs up to a certain point, or only 
in a certain way, which makes me reluctant to switch over 
completely to lilsus. That's too bad, because I've been 
using It for most of my work and I like it a lot. Hopefully, 
Paragon Concepts will eventually get on the ball and iron 
out the remaining problems. In the meantime, lilsus is still 
definitely worth checking out. 

By the way, I know you've been assuming that lilsus is 
named after the Trojan soldier who was killed avenging a 
friend's death In book IX of the Aeneid. Well, you're wrong — 
it's just your extensive classical education leading you astray 
again. lio, nisus Is an ordinary English word (well, not or- 
dinary, perhaps, but It's in most dictionaries) that means 
an effort or an endeavor. 
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4 nisus 

lilsus has something called Easy-QREP, a search-defini- 
tion language that originated in the Unix world. With it, you 
can search and replace by font, size and style — through a 
list of opened and closed documents. You can specify ex- 
actly what you want to find and exactly where you want to 
find it — dollar signs at the beginning of a line, say, or any 
digit between two uppercase characters. Easy-QREP is not 
all that easy to leam, but it's worth the effort. 

lilsus' other super-powerful feature is its macro editor, 
but you might be happy just using the 80 macros that 
come with the program. It also has a built-in graphics 
capability and basic page layout features, but it's missing 
footnotes and true Styles, 
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Since Mlsus keeps your whole document In RAM, it's 
very fast, but this approach also limits the size of docu- 
ments you can work with. The speed of its spelling checker 
is also amazing. 

When I consider liisus for dally use, or for recommenda- 
tion to others, I only see what's missing — like Styles and 
mail merge. 1 think that every good word processor that 
wants to be great has to have real Styles, like Word's. 

4 WordPerfect 

vciybad WordPerfect is far from perfect (in fact. I've heard it 
referred to as Wordimperfect). It's hard to leam, has a 
decidedly unMaclike user interface and is painfully slow in 
multicolumn mode. Its main attraction is the compatibility 
of its files with those created by WordPerfect on the PC, 
which transfer with formatting intact. Is this reason enough 
to buy it? Maybe if you have an office that combines PC's 
and Macs... but maybe not even then. 

4 FullWrlte Professional 

vety bad Full Write PTofesslonai is crippled by its inability to handle 

large documents (in one little test I ran, it couldn't handle 
60 pages of text on a two-meg machine) and by its Incredible 
slowness (it took five seconds to respond to a drag on the 
size box of the document window, and it didn't even give 
the usual gray outline of the window's new size as I 
dragged — and that was working on a cx with 1200K of 
memory in MultiFinder). 

It's a shame, because FullWrlte has some great fea- 
tures. Besides handling standard footnotes, it compiles 
bibliographic references for you. It also has electronic Post- 
it notes. Its outllner is well-integrated with the rest of the 
program and drawing capabilities are built in. I'd like to 
say that FullWrite might be for you if you have plenty of 
memory and a fast computer, but 1 wouldn't recommend it 
even then. 
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it more on FullWrite (md 



A letter in Macworld accused The Macintosh Bible of 
doing a "hatchet job" on FuilWrite — or, at best, of being "ill- 
infomied," But Paul Hoffman, who wrote the review the 
letter was complaining about, sticks by the following facts: 

• FullWrite originally shipped with serious LaserWriter 
printing bugs that had been reported to Ashton-Tate 
during the beta test. 

° bug 

• the program is very slow ("leisurely," as a review in 

Macworld described it). ^cry ban 

feature 

• the documentation is poorly organized and wrong in 
many parts. 

# the mid-range word processors 





WriteHow, MaeWrite, MindWrite and Microsoft Write cost 
between $200 to $300 and offer a surprising range of 
features for the money. 



4 WriteMow 



WriteHow ($200) is just about perfect— so close, in fact, 
that I can't think of anything remotely bad to say about it. 
it's fast and has the best kind of user Interface, one that's 
transparent (you don't even notice it). 




very good 
feature 



WriteHow is the only current Mac word processor that 
will run even on a 1 28K machine and that requires only a 
single BOOK drive. But don't let those minimalist require- 
ments fool you — WriteHow is no slouch on features or 
performance. While it doesn't have Styles, you can copy 
character and paragraph formats from one place to another. 



4 WrlteMow 2.2a (Susan McCallister) 

I've loved WriteHow for years because it's fast, reliable, 
easy to learn, easy to use and takes up so little room on a 
disk. It has good control over display and page formatting, 
keystroke commands that are easy to remember, and all 
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very good 
feature 


the features you'd normally use for day-to-day writing, in- 
cluding the abiiity to have several documents open at once, 
as many as four columns (all of the same width), mail merge 
and footnotes. 

WriteNow acts smart; for example, when you use | Delete] 
to delete a word, it deletes the extra space (something 
MacWrite 11 will only do when you use the Cut command). 
Its spelling checker is fast to load, easy to use, makes good 
suggestions for words It catches and stays open (if you 
want it to) as a window behind your document(s). 

My oniy serious probiem with WriteMow has been with 
its inabiiity to convert Word documents (since other people 
persist in using the thing) and that's been fixed In version 
2,2a, Besides that, 2.2a has added a lot of other goodies 
without compromising WriteNow's speed and grace. 

Let me start with a feature that I think should be on the 
Why don 't they all. , , ? list in Chapter 1 . When you get a This 
document was set up for a different printer dialog box, 
WrlteNow puts a Page Setup button right there in the box 
(saving you the trouble of cancelling printing, going to Page 
Setup and then giving the Print command again). 

There's a 135,000-word spelling dictionary and a 
1,400,000-entry thesaurus, and you can add to any dictio- 
nary by seiecting a text fiie and having the speliing checker 
"leam" It. It's easy to count words, characters and para- 
graphs, and as with everything WriteMow does, it's fast. 
Search and replace goes forward, backward and wraps 
around the document, and can search and replace [Tab] 
and 1 Return] characters (esoeciallv useful for reformattina 
database files). 

You can control the font size directly from the keyboard. 
(Most of WriteMow's features now have keyboard com- 
mands.) There's also a new font/style/size format accel- 
erator, which functions sort of like Styles (though you can't 
invoke It as you are creating a document, so It's not really 
the same thing). 
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WriteMow also has useful dotted lines that extend down 
the page when you ac^ust margins or tabs. Doubleclicking at BuQ 
the top (or bottom) of a page will get you a header (or footer) . J^'^a 

feature 

Most of what 1 like about WriteMow is what isn't there — 
problems and barriers. It becomes such a transparent tool, 
it reminds me of a favorite jacket, the one that has just the 
right number of pockets in all the right places, and never 
feels too warm or not warm enough. 

4 MaeWrIte n 

MaeWrite ($250) Is an oldie but a goodie — but not goodie 
enough compared to its competition in this price range. It 
lacks anything even mimicking Styles; although you can 
apply combinations of character styles to text, there's no 
way to copy existing paragraph formatting to other para- 
graphs. It has a slow and limited spelling checker, and its 
new-ruler-for-eveiy-paragraph-change approach is tiresome. 

MaeWrite handles multiple columns veiy intuitively and 
its mail merge is great — the easiest to use of any word 
processor except perhaps for Works' (but that's integrated 
with its database). But you can only merge with text files. 

Even Claris' own FileMaker files can't be used unless you 
export them first as text. 

4 MaeWrite H too (ah) 

'The staff at Goldstein 8c Blair (publishers of this book) 
have been using MaeWrite II for over a year and are quite 
happy with it. It's true that WriteMow has more power, but 
what's great about MaeWrite is how intuitive and ea^ to learn 
it is. Here's one example out of many: when you choose the 
Insert Header (or Insert Footer) command, a text box opens 
on the page in the exact position where the header (or footer) 
will appear. This Is so simple, so obvious, so right, and yet no 
other word processor I know does it that way. 

Mot everything about MaeWrite makes sense. The font 
menu shows font names in the fonts themselves, which 
makes It just a bit hard to identify ones like Cairo and Zapf 
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Dingbats. Writeriow has this same "feature,' but at ieast 
gives you a way to turn it off. 

Another thing MacWrite is missing is the abiiity to cus- 
tomize keyboard commands. Without this feature, you're 
stuck with whatever choices MacWrite's programmers made, 
which inciude 1 36 |t| for the Plain text command. (You can, 
of course, go in with QuicKeys or some other macro program 
and change things around, but this should really be built 
into the program, the way it is in Word, Misus and many 
other word processors.) 

We haven't put a section of MacWrite tips in this edition. 
That's partly because not all that many people are still 
using MacWrite (its sales haven't been great), and partly 
because some of the MacWrite tips from the last edition 
were moved into the general word processing tips. But it's 
also because MacWrite II has so few hidden or poorly ex- 
plained features that it doesn't have the same need for tips 
as other programs. 

(Here's one tip we would have put in if we'd had a sec- 
■ tion: Doubleclicking on a word in MacWrite highlights the 

word, but not the spaces on either side. So if you hit I Delete | 
to delete a word, you have to hit it again to delete the re- 
maining extra space. The solution? Use 1 36 lx| instead, it 
deletes the space to the left of the highlighted word as well.) 

I have a lot of affection for MacWrite, since it's the word 
processor I used for my first four years on the Mac. I hope 
Claris brings out a new, more competitive version. If they 
don't, 1 hope that, at the very least, MacWrite's competitors 
will appropriate some of its extraordlnaiy Intuitiveness. It 
really sets the standard for ease of use. 

fl MindWrite (Charles Rubln/SZA) 

MindWrite ($200) is a nice word processor that has the 
best integrated outliner in this price range; it makes orga- 
nizing and re-organlzlng documents a breeze. MindWrite's 
window-handling is great, with automatic tiling, and the 
program has a lot of unusual extras. For example, there's 
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an accumulating clipboard that stores everything you cut 
until you specifically delete It; this Is very handy when you 
want to rearrange a lot of text. 

MindWrite will keep track of the date you enter text and 
then let you select portions of a document that were changed 
since a certain date or between two dates. (This is great if 
you collaborate with other people on your writing.) You can 
also get an instant word count at any time. 

The search commands are particularly Impressive. For 
example, you can search for sections of documents that 
have changed since a particular date, and you can have 
MindWrite automatically copy all the occurrences it finds of 
a string and place them in a new document window. (This 
is handy for gathering all pieces of text marked with a 
special character — for indexing, for example.) You can 
search through text in headers and footers, or you can limit 
searches to open sections of outlines. 

MindWrite's Preferences command lets you set the font, 
size, heading markers and other default options you want 
to have with each new document you create. There's also a 
table of contents generator that creates a new document 
window listing the section headings in an outline. 

Unfortunately, MindWrite is missing a lot of features — very bad 

superscripting, subscripting, small caps, footnotes, a way 
to set different headers/footers for odd and even pages, 
the ability to copy existing paragraph formats, mail merge, 
multiple columns and other basic page layout features. 

4 Write 

Microsoft Write ($300) is sort of a limited edition of 
Word. It's no match for comparably priced word processors 
like WriteNow, but what may make it worth considering is 
the fact that you can upgrade from it to Word for only the 
difference in price between the programs. If you start out 
with another mid-range word processor and then need to 
move up, you'll have to shell out the entire cost of a high- 
end word processor. [Stlli there are a couple of ms^jorifs in 
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this scenario — if you need to move up, and if it's Word you 
want to move up to. — Afl) 

ft low-end word processors (ati) 

These programs are for people on limited budgets (or 
who do word processing very seldom). We've Microsoft 
Works here, even though It costs $300, because Works not 
only offers word processing but also includes a database, a 
spreadsheet, a communications program and draw capa- 
bilities. We figure that brings Works' word processing mod- 
ule down into the $100 range, but If you have no use 
whatever for Works' other modules, you should compare It 
against the programs In the mid-range categoiy above, not 
against the other low-end programs below, 

4 Works' word processing module 

Works' word processor is perfectly adequate. Version 
2.0 has integrated drawing tools, basic page layout functions 
(through the Text tool of the drawing layer), a built-in macro 
editor, mall merge (from the database module and ail sorts 
of tables (from the spreadsheet module). It's still missing a 
lot of basics, though: separate headers/footers for even 
and odd pages (and it uses a really lame way of constructing 
a basic header or footer), footnoting and character for- 
matting like small caps. 

# WordMaker (Karen raria) 

Although WordMaker costs just $ 1 25, It can do mall 
merge, search and replace, and can Import formatted text 
from databases or spreadsheets. It also lets you change 
margins and tabs (left, right, center or decimal) throughout 
a document, adjust leading and kerning, set the ruler to 
measure in Inches, centimeters, picas, points, etc., and 
change text to all caps, lowercase or mixed case. 

WordMaker has a 1 00,000-word spelling checker and lets 
you Insert automatic page numbering, time and date. Once 
you paste a graphic Into WordMaker, It's treated Independently 
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of text (as opposed to being embedded in it). You can move 
it around, resize it and even wrap text around it. 

Although WordMaker has a lot of good features, I really 
didn't like using it. As you key in the text, the line of text 
you're working on flickers eveiy three-to^lght keystrokes. I 
found this very Irritating. 

4 Letter Writer Plus (Karen Faria) 

Letter Writer Plus ($90) is a desk accessoiy, which is 
handy. If you don't work in MultlFinder, it lets you dash off 
a letter without quitting the application you're in. 

Letter Writer Pius can do mail merge and search and 
replace. It's designed to import directly from Address Book 
Plus, and can Import formatted text from databases or 
spreadsheets. But it has veiy little formatting flexibility. 
You choose one set of margins for the first page, one set 
for the rest and that's it for margins; you get one set of (left) 
tabs for the entire document and that's it for tabs. 

If you use more than one letterhead. Letter Writer Pius 
has a save as stationery feature. It also has an insert para- 
graph feature that enables you to Insert a previously saved 
paragraph into a letter. And it's set up to address and print 
envelopes quickly and easily. 

I found Letter Writer Pius too limited, but then I run 
MultlFinder and thus don't have a need for a word processing 
DA, People who work in the Finder may find it useful. 
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4 Insertion point vs. i-beam pointer (an) 

A common confusion among beginning Mac users (and 
even some who've been using the machine for a while) is 
between the insertion po/nt— the thin, blinking, vertical line 
that indicates where the next character of text will appear (or 
disappear) — and the I-beam pointer, which looks like this: J . 
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Basically, the I-beam pointer places \he insertion point. You 
move the I-beam to where you want the insertion point to be 
and click the mouse button once. To move the insertion point 
you simply move the I-beam to another place and click again. 

Unlike more primitive machines, the Mac has no cursor. 
This term from the world of the PC — and, before that, CP/M 
— is sometimes incorrectly applied to either the pointer or 
the insertion point. 

(The people who program the Mac do use the term cur- 
sor, and there's a danger that this techie jargon will filter 
down to ordinary people like you and me. We should resist 
that, because the terms pointer and insertion point are both 
more precise and more elegant.) 

4 em dashes, en dashes and hyphens (An) 

Em dash is the technical name for what people normally 
— =■ Just call a dash — there's one right there. (It gets its name from 

^ the fact that it's more or less the same width as a capital M.) 

An en dash is half the length of an em dash and is used 
to indicate ranges of numbers (1926-66) or as a minus 
sign, (It gets its name from the fact that it's more or less the 
same width as a lowercase n.) 

Hyphens are shorter than either. Here's a comparison of 
the three: 

em dash — 
en dash 
hyphen 

On the Mac, you get an em dash by holding down I shift I 
and I Option I while hitting 0 , and you get an en dash by 
holding down I option I and hitting 0 . 

4 spacing after italics (dc) 

On dot-matrix printers like the ImageWriter (and on the 
Mac's screen), italics bend so far over that they crowd, or 
even run into, the plain-text characters that follow them. 
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This is particularly a probiem when the last italic character 
and/or the first plain character is a capital letter or a lower- 
case b, d, f, h, k or 1. (On laser printers, things are easier. 

Outline fonts are designed so that the italic characters don't 
crowd the following plain text— except when they're com- 
puter-generated, as they are with Benguiat, for example.) 

Putting two spaces after the italics gives you too much jg 
room. The solution is to use the option space, which usually 
produces a space that's larger than a regular one but smaller 'h^ 
than two (you get it, of course, by holding down [ option! while 
hitting I Spacebar! ). See the next entry for more details. 

fl the option space (An) 

This character, generated by holding down the ! option) 
key while using ! spacebar! , has two unique features. The first 
is that it's always a hard space— which means that if it falls 
at the end of a line, it won't break; instead, it will drag the 
word before it down to the next line, along with the word 
after it. 'This is useful when you want to keep phrases like 
WW 11 and J. B. S. Haldane all on the same line, but can 
make for a very uneven right margin (or, if your text is 
justified, for lines with very loose spacing). 

The second feature is that, in some fonts, the option 
space is wider than a regular space (but narrower than 
two). This is also useful for keeping italic characters from 
leaning into the plain text that follows them in dot-matrix 
printouts (see the previous entry for details). 

The easiest way to see if a font makes the option space 
wider is to type a character (let's say you use X), hit the ! spacebar I 
five times, type another X, hit I Return L type X, hold down the 
I Option! key, hit ! spacebar I five times, and type a final X. If the 
option space is wider than regular spaces, the second X on the 
second line will be to the right of the second X on the first line; 
if the option space is the same width as the regular spaces, 
the X's will line up. 

'The wider option space occurs only in proportionally spaced 
fonts (which is what most Mac fonts are); In monospaced 
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fonts like Monaco, hard spaces are always the same width as 
regular spaces. 

This combining of two features into the option space is 
far from ideal. When you want a hard space, you normally 
don't want a wide space, and when you want a wide space, 
you normally don't want a hard space. Hopefully savvy font 
designers will soon start providing hard spaces and wide 
spaces as separate characters ((option I spacebar! and (^ 
( Spacebar 1, sav). 

# left and right quotation marks 

If your word processing program doesn't automatically 
give you left- and right-leaning ( “ ” ) quotation marks (also 
called curly quotation marks), and if you're not using Quote 
Inlt (described in Chapter 8) or some equivalent utility to 
produce them, you can use your word processor's find- 
and-replace function to substitute curly quotes for all your 
straight quotes ( " ). 

To do that, you have to assume that eveiy open, or 
leading, quotation mark will be preceded by a space — which 
is almost always the case. (Close, or trailing, quotation marks 
aren't necessarily followed by a space, since the next 
character may be a punctuation mark or, in programs like 
Word, a paragraph marker.) 

Given that assumption, you can change to curly quotes 
in two passes. First, replace every instance of ' that's pre- 
ceded by a space with an open quotation mark, which you 
aet by hittina loptionUI. Then replace every remainina in- 
stance of the straight quotation mark with a close quote, 
which you net by hittina 1 option I shift 1 ] I. 

ft cutly quotes In Bengulat (m 

In Benguiat, the font used for regular text in this book, left- 
and right-leaning quotes don't look veiy different: " " (they 
actually are slightly different — one's narrower at the top and 
the other's narrower at the bottom — but it's vety subtle). So 
when we're talking about curly quotes. I'll sometimes put 
them in Times, where they look more different: “ ” . 
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Interestingly, Benguiat's quote marks are curly in the 
screen font, so you don't know that they're going to look so 
similar to each other until you print them out. Bengulat is 
the oniy font I've seen where this situation has come up, 
but there are probably others. 
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# dumb quotes (C.J. Welgand) 

Using smart-quote utiiities like Quote Init can be an- 
noying, because backspacing over or selecting a quote or 
apostrophe and then retyping it can leave it facing the wrong 
direction. 1 prefer the "dumb quote" approach. 

Using QuicKeys from CE Software, 1 reassign the curly 
apostrophe ( ' ) to the straight apostrophe key ( Q ) and the 
curly quotes ( " " ) to the left and right curly bracket keys 
( 0 and 0 , l.e., Ishinl [ | and IShiftfTI ). That way I'm always 
sure of typing the correct symbol. If 1 ever need to type a 
straight apostrophe or curly brackets, all 1 have to do is 
temporarily turn QuicKeys off, by hitting I option] §e 0 . 

(Although I once was a fervent Quote Init fan, CJ's ap- 
proach made more sense to me. I used QuicKeys to do him 
one better — I assigned the curly quotes to the (unshifled) 
UJ and (J) keys, to make them even easier to get to than the 
straight quote mark is normaiiy. 

Whiie I was at it, I made IshinfTl and (shift I . I print out as (T) 
andfT], instead of as and (^. I moved [<) and [£) to the (J^ 
key, and moved (TJ and (T) to where the curiy brackets (jJ 
and UJ normaiiy are ( I shift (Tl and I shift 11] ). I even thought of 
getting rid of the letter Z, since i hardly ever use it. But then 
i thought, zee^/i\ayl>efoolee^. So i relented, and decided to 
let Z stay. — An) 

a don't agree with either of these guys (that's nothing 
new). I don't want to have to relearn what touch-typing I 
know by having to reach for a different key for opening and 
closing quotes and the apostrophe. The problem with get- 
ting a wrong-facing quote or apostrophe when editing is 
easy to deal with if you understand how Quote Init decides 
which one to use. 
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If I surround a word in quotes as / type, like 'this", the first 
one I type is an open quote because it's preceded by a space, 
and the second Is a close quote because it's preceded by a 
character. If I go back to surround an already-typed word with 
quotation marks, the marks may be facing the wrong way, 
because it cues off of the last thing I typed (before I clicked by 
the word I wanted to put In quotation marks). 

So I Just select or backspace over the space in front of 
the word and then type I spacebar rJ and the quote faces the 
right direction. At the end of the word, I retype the final 
letter and then the quote mark again. The tiny extra ediUng 
effort is nothing compared to relearning three typing posi- 
tions — and not having them all fit on the old home row of 
keys (asdfgly'kjl;') for easiest access. — SZA) 

(I don't agree with Sharon on this (that's nothing new). 
Moving off the home row is a lot easier than having to hold 
down the [shinl key, so curly quotes are much easier to ac- 
cess where I put them than they are in their normal position. 
I found relearning the three key positions virtually effort- 
less, even though I'd been touch-typing on the old key 
positions for almost thirty years. And once I'd converted, I 
was done with it, which isn't the case with 'tiny extra editing 
efforts' that continue for eternity. But, hey, gentle reader, 
why not Just try these various approaches for yourself and 
see what's easier for vou .—Afi) 

4 low-rent Glossary substitutes (dc/ah) 

Many word processors don't have Glossaries (often-used 
words, phrases, paragraphs or even graphics that you can 
recall with a keystroke and paste Into your document). But 
there's an easy and obvious way around that: 

Just use two or three unique characters as abbreviations 
for the longer text. For example, you might type tmb every 
time you want the phrase The Macintosh Bible to appear. 
Then, when you've finished entering your text, just before 
you check the spelling in the document, you do a global 
search for tmb and replace It with The Macintosh Bible 
everywhere it appears In the document. 
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Some people find this technique of using abbreviations \ ^ 

more convenient than permanently setting up Glossaries. T ^ 

(But remember to check the Whole Word option when do- ^ i 
ing this kind of global change. I forgot to when changing ail 
the RW's after entries in Chapter 15 to the full name. Rich 
Wolfson, and wound up with dozens ofLaseRich Wolfson- 
riter's, several otheRich Wolfsonise's and onestraightfoRich 
Wolfsonard. — SZA) 

fl bargain-basement leading (an) 

Leading refers to the space between lines of text. Some 
word processors don't let you vaiy it other than by select- 
ing a certain size type and choosing single-spacing, double- 
spacing and the like, but even in these programs you can 
exert some limited control over leading by using the fol- 
lowing (admittedly klutzy) technique: 

To change the leading between two lines of text, select 
a blank space in the second line and change it to a differ- 
ent size. (You're limited to six sizes: 9-, 10-, 12-, 14-, 18- 
and 24-point.) That line will then adjust Itself accordingly. 

When you're satisfied with the results, repeat the procedure 
for each successive line of text. 

# cheap, ersatz Styles (am) 

If your word processor doesn't have Styles, the following 
techniques will save you some time and trouble: 

Let's say you're writing a document in 1 2-point Bookman 
plain with subheads in 18-point Avant Garde bold italic. 

Switching between the two can cost you a lot of keystrokes 
and/or trips to the menu bar. But there's an easier way to 
do it (it may sound a little confusing when you read about 
it, but just tiy it). 

Let's say you just finished typing a paragraph (in 12- 
point Bookman) and now you want to type a new subhead. 

Just go to another subhead somewhere nearby and select 
any character (or doubleclick on any word) in It. Then copy 
that character (or word), paste it where you want the new 
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subhead to be, select It and start to type. What you type will 
be in the font, size and style of the other subhead ( 1 8 -point 
Avant Qarde bold Italic, or whatever). 

When you're inserting text into some already-existing 
text (instead of adding it on to the end of a new file you're 
creating), you often don't have to do any copying. Let's say 
you've finished typing the subhead and want to go back to 
your text font. If the text immediately after the subhead is 
in the text font, just select the first character in it and begin 
typing. The character you selected will be deleted, so be 
sure to retype it at the end of what you're inserting. 

(The reason for selecting the first character is that the 
space in front of the text may be in a different font, style 
and/or size than the text itself. Often it will be the same 
and all you'll have to do is click in the space, but it's different 
enough of the time that you're better off always selecting 
the first letter as a matter of habit.) 

This also works if the text immediately before the place 
where you want to make your insertion is in the font you 
want. In that case, you begin by retyping the character you 
selected, then go on to type your insertion. [You can also 
record the selection of various paragraph and character 
formatting commands in a macro program and piay them 
aii back with a singie keystroke combination. — SZA) 

4 custom letterhead (ati) 

There are no particular tricks for creating a letterhead — 
although creating a nice one requires a great deal of skill 
and taste. But here's a trick on how to deal with one once 
it's been created: 

Assuming you have access to the Mac and a laser printer 
on a regular basis, don't waste your time printing out blank 
sheets of letterhead that you'll then have to feed one by 
one Into the printer when you want to use them. Instead, 
create a dummy document with your letterhead at the top 
and a few words In the font you use for the text of letters 
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below it Here's a sample, using Fluent Fonts' Monterey 
and Monterey Medium: 

JAck TwiUer 

512 PET-dE-Loup BoulEVARd 
HaUtosIs ND 58555 
701/ 555-1941 

Date, 1991 



Dear 

Save this document as letterhead or some similar name. 
Then every time you want to write a letter, open It and 
immediately Save As,., under whatever name is appropriate 
for the letter you're going write. Many word processors give 
you stationery for this purpose, which is even easier, be- 
cause you can't forget to save it. 

Then doubleclick on Date and change it, place the in- 
sertion point after Dear and begin writing, (Some programs 
let you insert an active date marker in your document, 
which saves you this step.) When you print out the letter, 
the letterhead will print out at the top. 

You can (and probably should) have more than one let- 
terhead for use with different sorts of letters (business, 
personal, etc.). In programs that have Glossaries, it's 
sometimes simpler to store your letterheads as Qlossaiy 
items and just pop them into a document when you need 
them — but only if you're happy with the standard margins, 
font, etc. 

If you have a specialized signature, you can either make it 
the last item in your dummy letterhead document or drop it in 
from the Scrapbook or SmartScrap. Here's one I use: 
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Of course there's no need for you to feel limited to 
something as stodgy as this. 

(The gorilla was drawn by master Mac artist Mei-YIng 
Deil'Aquilla and is available on the ClickArt Personal 
Graphics disk from T/Maker.) 

4 estimating the number of words in a document (An) 

Most word processors have a word count feature by 
now, and if yours doesn't, you can use a DA like miniWRlTER, 
or a spelling checker, to get that information. But you can 
also can get a qulck-and-dlrty word-count estimate simply 
by dividing the number of characters by six. 

(Some people divide by five to count words, but it's 
hard to figure how they arrive at that number. Anyone with 
a word processor or other program that counts both words 
and characters can easily see that the ratio is always close 
to six. 1 just checked this chapter and got 5.76 characters 
per word. Since 1 don't use a lot of fancy, sesquipedalian 
words — except for that one — most normal writing should 
average about the same or slightly higher.) 
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Another way to roughly estimate the number of words in 
a document without having to wait for a word count is to 
multiply the number of K by 170. (There are 1024 charac- 
ters in a K — except when someone's tiylng to sell you a disk 
drive — and 1024 divided by 6 equals 170.67.. .foryou, 170.) 

Here's a table with some convenient (but approximate) 
conversions: 



IK = 


170 words 


30K = 


5000 words 


3K = 


500 words 


50K = 


8500 words 


6K = 


1 000 words 


60K = 


1 0,000 words 


lOK = 


1700 words 


75K = 


1 2,500 words 


15K = 


2500 words 


100K = 


1 7,000 words 



To make your estimate more accurate, you should sub- 
tract some figure for overhead (described on page 137). As 
you add formatting instructions, the amount of overhead in- 
creases. Graphics in particular will inflate the figures for both 
the number of K and the number of characters in a docu- 
ment, thus throwing your calculations off (since there's no 
way to estimate exactly how much to subtract for overhead), 

fl different length rulers 

Does the Ruler in your word processor sometimes dis- 
play six inches across the window and sometimes six and 
a half? That's because the length of the Ruler In the window 
changes according the printer driver software you've se- 
lected in the Chooser desk accessory. You get the sbc-inch 
Ruler if you've chosen the ImageWriter driver and the six- 
and-a-half-inch Ruler If you've chosen the LaserWriter driver. 

# double-sided printouts (dc) 

You'll seldom find instructions In a word processor 
manual for printing on both sides of the paper so that the 
correct pages will print back-to-back. Here's how you do it: 

First print half as many copies of the document as you 
need. Then arrange them so that the copies of page 2 are 
on the top, followed by the copies of page 1 , followed by 
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page 4, then page 3, page 6, page 5, and so on, continuing 
to count up by even numbers and subtracting 1 in be- 
tween. If there are an odd number of pages in your docu- 
ment, set aside the copies of the last page and substitute 
blank pages for them in the pile. 

Place the pile of arranged pages in the paper tray face 
up, with the top edge of the pages pointing towards the end 
of the tray that goes into the LaserWriter, Insert the tray 
and print the other half of the copies. 

The same technique works on the ImageWriter II with a 
sheet feeder. The only difference is how you place the pile 
of arranged pages (printed on one side) — in the case of the 
sheet feeder, put them upside down, with the printed side 
facing you. 

fl importing word processing files to the Mac (oc) 

If you need to import a word processing document to a 
Mac from another type of computer (and you don't have a 
niter for translaUng the file), you have to first save the file 
on the foreign computer as a text, or ASCII, file. 

If you neglect this step, the document will be a mess 
when it gets to the Mac, because word processing pro- 
grams embed formatting codes in the text that will appear 
as gibberish on the Mac's screen. 

# text markers (dc) 

Few word processors have a specific function that lets 
you mark places in a document so you can return to them 
later. But it's easy enough to do that in any program, simply 
by inserting unique characters (like ##1, ##2and so on, or 
any other combination of characters that wouldn't appear 
in normal text). Then you just use the Find command to 
move to these points in your document quickly, 

# distorted graphics (dc) 

You may notice some distortion when you paste bit- 
mapped graphics, especially ones that contain circles, into 
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word processing programs. This is because word proces- 
sors typically squeeze the image of the page to make it 
narrower, in order to make text look better when printed 
out on dot-matrix printers like the ImageWrlter. 

One way to correct this distortion Is to choose Tall Ad- 
justed In the Page Setup window. Your text will now print 
out wider on the ImageWrlter than usual, but graphics will 
look just the way they do when you print them directly from 
a paint program. 

ft a reverse-letters macro 

The macro below will reverse two letters that you just 
typed in any program that lets you select something by 
holding I Shift I while you pass over the character by using an 
arrow key. (For more about macros and how they work, see 
the section on them in Chapter 8.) 

• |ShinI<-| selects the second letter of the two 

• 1 lxl cuts the selected letter 

• 0 moves the pointer in front of the first letter 

• 1 36 |v| pastes the second letter in front of the first 

• 0 moves the pointer past the second letter, so 

you can start typing again 

Use this macro when you type teh instead of the, or any 
time you accidentally reverse two letters. 



Word tips 

These tips work in Word 4, and many will work in Words as well. 

ft the "'selection bar" (Art) 

Beginning Word users must often be confused by the 
term Microsoft uses to refer to the narrow, invisible col- 
umn to the left of your text (it's used for selecting text — ^you 
know you're in it because the pointer changes from an I- 
beam to an arrow). Although bar virtually always implies a 
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horizontal line — so much so that another Microsoft pro- 
gram, Excel, uses it to distinguish a bar chart (horizontal 
lines) from a column chart (vertical lines) — Microsoft calls 
this vertical column the selection bar. 

4 toggling window sizes 

There are four ways you can toggle between the size and 
shape window you've created and one that fills the whole 
screen: 

• click on the zoom box (at the right end of the title bar) 

• doubleclick on the title bar itself 

• doubleclick on the size box in the lower right corner 

• press I Option I ae |T| 

4 window splitting 

You don't have to drag the split bar to split a window — 
loptioni 36 |s| has the same effect The command works as a 
toggle, so you can use It to unsplit the window as well. 

4 cycling through windows 

When you have multiple windows on the screen, use 
I Option 1 36 |w| to cycle through them (this sends the topmost 
window to the bottom of the pile). 

4 Go Back between windows 

The Go Back command in the Utilities menu moves the 
insertion point back to its previous position. That's not the 
tip. The tip is: Go Back works not only within a document, 
but also back and forth between open document windows. 

4 hot spot shortcuts 

Word provides shortcuts with hot spots in its document 
window. 

doubleclick on to 

open the Tabs dialog box 



any tab mark on the Ruler 
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the page number in the lower 
left corner of the window 

the Style box at the bottom 
of the window 

a margin marker or the 
numbered area of the Ruler 

the split bar in the vertical 
scroll bar 

the title bar or the size box 



open the Go To Page 
dialog box 

open the Define Styles 
dialog box 

open the Paragraph 
dialog box 

split and unsplit the window 

without dragging the bar 

toggle the window 

between full-screen size 
and the user-defined size 



Hotspots 
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# keyboard scrolling 



You can scroll a window from the keyboard, just as if 
you were using the verticai scroii arrows. To scroli up, use 
I Option f^ m or 0 on the keypad; to scroli down, use 
I Option 1 36 1 / 1 or Q on the keypad. (As with regular scrolling, 
the insertion point stays where it was.) 

If you have an extended keyboard, you can use the 
I PgUp I and I PgDn I keys to scroll, but that also moves the in- 
sertion point. 



shortcut 



578 



TJfie Macintosfi •BiBte. ^IhircC 'Edition 



shortcut 



4 using the numeric keypad 

The numeric keypad has two modes — one in which it 
issues commands that move the Insertion point, select 
text and the like (let's call this command mode) and one in 
which it enters numbers into the text. 'This second mode is 
called rium. (for numeric) Lock. 'The I clear I key toggles you 
between them. 

When you're in rium. Lock, it says so in the status box in 
the lower left comer of the window. (Unfortunately, it doesn't 
trigger the MumLock light that's available on extended key- 
boards.) (The number of the page you're viewing is nor- 
mally in the same little box. If you see Num. Lock there and 
want to know the page number. Just hit Iciearl .—Ali) 

In command mode, the (D , |T| , d] and (a] keys move the 
Insertion point one line vertically or one character horizon- 
tally (In the obvious directions). Adding the dD key to these 
numbers moves you by one word horizontally and one 
paragraph vertically. 

The comer keys move you In larger Increments. For ex- 
ample, (7) moves you to the beginning of the current line — 
or. If you're already at the beginning of a line, to the be^n- 
nlng of the previous line. Q] moves you to the end of the 
current line — or. If you're already at the end of a line, to the 
end of the next line. Combined with the dD key, these keys 
move you backward and forward by sentences instead of 
by lines. 

The other corner keys, (U and [3], move you backward 
and forward a screenful at a time. Combined with the (lil 
key, (U moves you to the beginning of the document and (3) 
to the end. 

The (D key doesn't do anything by itself, but dH) jumps 
the Insertion point to the top left comer of the current 
screen. 



Here it all is in diagram form: 
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Beginning of 



One 

line 



line 




One 

line 



Beginning of 



One paragraph 




next sentence One paragraph 



The 0 (zero) on the keypad works the same as choosing 
the Go Back command on the Utilities menu. Say you're 
typing and see a mistake. You can go to the mistake and 
correct it, then press the keypad ® to jump right back to 
where you were. (Word remembers your last four positions, 
so you can use the keypad 0 for even more complicated 
series of jumps around your document.) 
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# arrow keys 

You can extend the basic arrow-key movements with 
the key. Combining ® with 0 or 0 moves you to the 
beginning of the previous word or to the beginning of the 
next word. Combining it with Q or 0 moves you to the 
beginning of the previous or next paragraph. (When you're 
in the middie of a word or paragraph. I se 1<-I moves you to 
the beginning of that word or paragraph.) 

ft using the Ruler 

There are two trianguiar markers at the ieft end of Word's 
Ruier. The bottom one controis the iefl margin and top one 
controls the indentation of the first line. If you drag the 
bottom marker (the margin), the top one (the indent) moves 
with it, but the top marker moves separately — that's how 
you change the distance between the two. 

(You can move the bottom marker separately as well, by 
holding down the I Shift 1 key while you drag it.) 

If you want to set a margin or indent to the left of the zero 
mark on the Ruier, just slide the marker to the left; after an 
initial hesitation, the window scrolls so you can get to the 
negative numbers. (To scroll to the left of the zero mark with- 
out moving anything on the Ruler, just hold the I shift I key down 
while using the left scroll arrow at the bottom of the window.) 

The default unit on the Ruler is inches, but you can 
change it with the Preferences... command on the Edit 
menu. To change the default tab stops, use the Document 
command and type the new distance you want in the De- 
fault Tab Stops box. 

ft moving several tabs at once 

When you have a series of tabs on the Ruler, moving 
one doesn't affect the others — unless you hold down I shift I , 
in which case all the tabs to the right of the one you're 
dragging move together. 'This is very useful when you have 
tabbed columns set up and want to shift them ail. 
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4 customizing menus with the mouse 

You can add many commands to (or subtract them from) 
Word's menus without using the Commands command. To 
add them, first press I option 1 38 l-t-l . This gives you the plus 
pointer, which iooks something iike this (oniy bigger): + . 
(Caiiing it [ option | ae 1+1 heips you remember the command, 
but you don't actualiy have to hoid down the Ishinl key; in 
other words, I option 1 ae FI works just as weli.) 

Once you have the pius point, click on the item you 
want added to the menu. You can ciick on: 

• items on the Ruler, including the various kinds of justifi- 
cation, line spacing and paragraph spacing, as well as 
Styles on the menu that pops down from the Ruler 

• any of the commands on the Outline Ruler 

• items from most dialog boxes — for example, paragraph 
and character formats 

• Glossary entries 

• Styles 

Pressing I option gives you the minus pointer, which 

iooks something iike this (oniy bigger): - . Seiect some- 
thing from a menu with the minus pointer and it's deleted — 
no matter how it got there to begin with. 

You can add several items to (or delete them from) your 
menus without having to call up the plus or minus pointer 
each time. Just hold down the [ shift | key when you click on 
an item or select it from the menu, it will be added or 
deleted, and the p>ointer will remain a plus or a minus. 

4 keyboard control of menus 

Word allows total control of menus from the keyboard. 
This Involves four steps — activating the menu bar (getting 
it ready for keyboard control), choosing a menu to display 
(the equivalent of clicking on its title with the mouse), 
choosing a command from it (the equivalent of dragging 
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down to that command with the mouse) and executing the 
command (the equivalent of releasing the mouse button). 

To activate the menu bar, you press Q the keypad or 
1 3i |Tab| . To choose a menu, you either type the first letter 
of Its name or the number that corresponds to Its position 
on the menu bar. (The 4 menu Is zero.) Or you can move to 
the menu title with the 0 and Q keys. (After one menu Is 
down, only the arrow keys will take you to another.) 

To choose a command, hit the first letter of Its name. If 
more than one command begins with the same letter, re- 
peated pressings of the letter key will select each of the 
commands In turn. Or you can move up or down In the 
menu with the 0 and 0 keys. 

To execute the command, you press [Return I or I Enter) . (As 
with almost everything In Word, you can cancel the proce- 
dure at any time by pressing r^TH or lEscj .) 

Keyboard sequences are handy for often-used commands 
that don't have command keys assigned to them. If you're 
a decent typist, they take far less time than reaching for the 
mouse. Here are some of my favorites (you don't type the 
commas, of course; they're just there to Indicate that you 
press the keys one after the other, not at the same time): 

Print Preview Q, 0, 0, j Return) 

Save As Q, 0, 0, 0, (TOnl 

Sort □, 0, 0, 0, [Return) 

Here'S my veiy favorite (It saves a document as text 
only): 

0/ 0, (U/ 0/ [document name), @0, 0, [Return) , [Return) 

This sequence opens the Save As dialog box. In which 
you type the document name, then clicks the File Format 
button (you need the [0 key because there's a text field In 
the dialog box), then clicks the Text On/y button (you don't 
need the ® key because there's no text field In that dialog 
box), then closes the File Format dialog box and clicks on 
the Save button. (Isn't Sharon amazing?— APi) 
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4 keyboard commands In dialog boxes 

Word gives you several ways to choose buttons In dialog 
boxes without having to take your hands off the keyboard. 
Here are the basic techniques: 

• If there isn't a text field in the dialog box, pressing the 
key that corresponds to the first letter of the name of a 
button chooses the button ( @ for Cancel, © for OK, 
etc.), 

• If there's a text field in the dialog box, you have to hold 
down while pressing the first letter of the button. 

(This also works when there aren't text fields.) 

• In addition to f¥Tn and |esc| also select the 
Cancel button. 

Word also has keyboard commands that let you cycle 
through the Items (buttons, text fields, lists and popup 
menus) in a dialog box. When you move to an item, a 
flashing underline appears beneath it. 

• To move from one item to the next, use the period on 
the keypad or I §e [Tabl . 

• To move to the previous item (that is, to move 
backwards through the items), use [shift] . I or 
IShlftj 3€ [Tabl . 

• When buttons are clustered in groups, you can jump 
from one group to the next by using the arrow keys. 

• To activate a button or open a popup menu once 
you've moved to it, use I se j spacebar | or hit the zero on 
the keypad. 

There are also keyboard commands for choosing from 
lists or popup menus. 

• To choose from a list, use the Q and 0 keys. In some 
dialog boxes, typing a letter selects the first word in the 
list that begins with that letter (the Commands dialog 
box is one that works like that). 



shortcut 



S84 



TfU V^acintosH ^iBU, mhird 'Edition 



• To choose from an opened popup menu, use the 0 and 

0 keys or type the first letter of the item's name. Press 

1 Return I when the item you want is highlighted. 

• To close a popup menu without selecting anything from 
it (or to close it and return to the original selection), 
press [Esc I or [Delete I . 
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4 basic selection commands 

To select: 
a word 
a sentence 
a line 

a paragraph 
the entire document 



doubleclick anywhere in it 
fWI-click anywhere in it 
click in the selection bar 
doubleclick in the selection bar 



(^-click in the selection bar or 
press I 36 I Option 

(And, of course — as with vltlually all Mac programs — you 
can also select any amount of text either by dragging across it 
or by clicking at one point and then shift-clicking at another.) 
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4 using fshitti to select 

If you use any pointer-movement technique with the [shinl 
kQ^ held down, you select the area the pointer moves across. 
So, for example, Ishinl ae |<-| selects the last word you typed. 

To extend the selection, just hold the keys down. So, for 
example, holding jsniftl 36 1<-] down will continue the selec- 
tion backward, word by word, until you release the keys. 

Mote that shift-clicking to extend a selection works in the 
original unit of the selection. So, for example, if you fil-click 
to select a sentence, shift-clicking someplace else extends 
the selection to Include the whole sentence you've shift-clicked 
on. regardless of where in that sentence you shift-clicked. 



4 using I Option I to select 

Holding down the [option I key as you drag lets you select any 
rectangular area of the screen, regardless of where there's text. 
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If you want to delete an I option I key selection, you have to 
cut it: you can't use I Delete 1 . (The Mac just beeps at you if 
you try.) 

Mote that if any part of a graphic is selected this way, the 
entire graphic is affected by the deletion or formatting. 

4 special deletes 

As you no doubt know, the I Delete I key erases the char- 
acter to the left of the Insertion point. And you can also use 
it to delete whatever amount of text you've selected. But 
Word has other delete commands as well: 

[Option! 36 erases the character to the right of the 
insertion point. If you have an extended 
keyboard, the key does the same 
thing. 

[Option! 36 1 Delete I deletes the previous word — or, if you're 
in the middle of a word, everything from 
the insertion point to the beginning of the 
word. 

! Option! 86 !g[ deletes the next word — or, if you're in the 
middle of a word, everything from the 
insertion point to the end of the word. 



4 an optional way to cut or copy 

You can do the equivalent of a cut (or copy) and paste 
without using the Clipboard— or the cut, copy, or paste 
commands. (This can be useful if you have something in 
the Clipboard and don't want to lose it.) To move text (and/ 
or graphics) without the Clipboard: 

• Select the material you want to move and press 
[Option! 36 |x[ . The words Move to appear in the 
status box in the lower left corner of the window. 

• Click in the spot you want the text moved to, or select 
the material you want it to replace. (A clicked spot 
shows as a dotted vertical line; a selection is underlined 
in gray.) 
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• Press [Return I or I Enter] . 

To copy text (and/or graphics) without the Cilpboard, 
foiiow the same procedure but use I option 1 8e instead of 
[optioni 36 1x1 (the words in the status box wiil read Copy to 
instead of Move to). 

To remember which key you have to add to the normai 
cut and copy commands ( I k Id and I se |x| ), think of these 
commands as optional cut and optional copy. 

ft the “top of paste’ Jump 

After you paste something into your document, the In- 
sertion point is left at the bottom of the pasted-in material. 
To move it back to the top of the pasted material, just hit 
the keypad zero or I option! 86 fzl . (Since ail pastes are done 
at the Insertion point, the top of the paste is always the 
previous position of the pointer.) 

4 keyboard character formatting 



There are 1 86 jshittj keyboard commands for ail of Word's 
character formats, even if they're not noted on the menu 
or in the character dialog box: 



t 

Bold 


86-|shift|- B 


gQ|Q|£j|S^ 


86-1 Shift! -W 


/tdlic 


36-j Shift |- 1 


SMALL CAPS 


8e-|shift| -H 


Underline 


86-| Shift |- U 


ALL CAPS 


86- [Shift! -K 


Word Underline 


86-fsw7r|- 1 


Hlddsn 


ae-fshiftl - X 


Double Underline 


86-|shift|- I 


Smaller Font 


86- (Shift! -< 


Dfllld.tLU.n,d.e.rling 


86-|Shift| - \ 


Larger Font 


86- [Shift! - > 


Strikethru 


8e-|shift|- / 


Superscript 


8§-| Shift 1 - ♦ 


MHUdds 


8g-I Shift 1 - D 


Subscript 


86- [Shift! - - 

A 



4 copying character formats 

You can copy existing combinations of character for- 
mats (font, size and styles) and apply them either to existing 
text or to the insertion point, so that they affect whatever 
you type next. 

To copy character formats to existing text: 
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• Select some text formatted the way you want and press 
[ Option 1 8§ |v| . The words Format to appear in the status 
box (in the lower left corner of the window). 

• Select the text you want the formats applied to. (This 
second selection is underlined rather than highlighted.) 

• Press I Return I or [Enter) . 

To copy character formats to the insertion point (so that 
what you type next will have the new formats): 

• While nothing is selected, press [option! 86 |v| . The 
words Format from appear in the status box. 

• Click in any text that's formatted the way you want. The 
click leaves a dotted vertical line. 

• Press [Return! or [Enter[ . The dotted "insertion point" 
disappears, the regular insertion point begins blinking 
again and you can continue typing with the new 
character formatting. 

You can cancel either procedure at any time with [§§[.[ or 
[Esc! (the words Format from In the status box will disappear). 

# plain text 

To specify plain text, hit [ShiftfWTY! . [option! | spacebar) 
doesn't remove character formatting — it returns the selected 
text to the formatting that's defined in the Style of the 
paragraph it's in. That's why the equivalent command in 
the Format menu is called the Plain For Style (whatever that 
means— An). 



fl soft and hard hyphens 

Word gives you a choice of three different kinds of hy- 
phens. Regular hyphens are what you get when you hit the 
hyphen key ( 0 ); they're always displayed, and the words 
they connect split when the hyphen falls at the end of a line. 

A soft hyphen (also called a discretionary hyphen) is only 
displayed when it falls at the end of a line (and the words it 
connects are split). To enter a soft hyphen, type I se [-[ . 
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A hard hyphen (also called a nonbreaking hyphen) is 
always displayed, but It won't let the words It connects be 
split across two lines. To enter hard hyphens, type fiTpl. 

4 kerning 

Using Word's Condensed spacing (in the Character 
dialog box) removes some of the space between letters, 
but it doesn't do true kerning which lets letters overlap 
into each other's vertical space on the page. But Word 
can kem letters with its special (if arcane) typesetting 
language. 

To kern letters, use the Displace command to move 
the second letter of a pair backwards. Start the typeset- 
tina formula bv tvpina loptionl % I. (That's the backslash 
character, not the regular slash that's on the same key 
as the question mark.) This shows up simply as a back- 
slash, but with Show Paragraphs turned on, you can see 
it's the typesetting character — a backslash preceded by 
a period. 

Use d for displace, ba for backwards and then the num- 
ber of points by which you want the next letter shifted. The 
basic formula looks like this: 

.\d.\balO0 

The 10 near the end of the formula is the number of 
points you want the letter moved and, yes, that's a set of 
empty parentheses at the end. (1 told you It was arcane.) 

By nesting this formula between pairs of letters, you can 
turn 

WAVE into WAVE 

With Show Paragraphs turned on, the command for the 
kerned word WAVE looks like this: 



WAdAbal OOAAd.bal 0()V.d.ba4()E 
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Put the basic kemlng formula ,\d.\balO() into the Qlos- 
saiy so you can retrieve It anytime you need It; ail you'll 
have to do Is change the number of points you want the 
letters to move. 

fl keyboard paragraph formatting 

Here are the keyboard equivalents for the formats listed 
in the Paragraph dialog box: 

Unlike character formats, they don't act as toggles. 
Sometimes (as with Indent First Line and Double Space), 
nothing at all happens when you apply the format a second 
time; sometimes (as with Hanging Indent and liest), the 
text is further affected by the command, with margins be- 
ing moved again, beyond where they had already been 
moved to. 



f - — 

Plain (“NormaD 


l6-|shi?r| -p 


Indent First Line 


38 -(Shift) -F 


Side-by-side 


38- 1 Shift 1 -G 


Nest 


38- (Shift) -N 


Left Justify 


38- 1 Shift 1 -L 


UnNest 


38 -(Shift) -ri 


Right Justify 


38- (Shift) -R 


Hanging Indent 


38 -(Shift) -T 


Centered 


38- 1 Shift) -C 


Double Space 


3e-)Shift) -V 


Full Justify 


38 -(Shift) -J 


Open Space 


38- (Shift) -0 



4 copying paragraph formatting 

To copy paragraph formatting, follow the procedures 
described in the entry above called copying character for- 
mats, with one difference: to select the text that's format- 
ted the way you want, doubleclick In the selection bar to 
select the entire paragraph. 

4 line spacing and paragraph spacing 

There are two sets of spacing icons on the Ruler, with 
related commands in the Paragraph Format dialog box — 
line spacing (the space between the lines within a para- 
graph) and paragraph spacing (the space before and/or 
after a paragraph). 'These options are entirely Independent 
of one another. 
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4 leading control 

Word gives you a lot of power to control leading— ihe 
spacing between lines of text (it's pronounced LEHO-Ing, 
not LEEEhing; in the old days of metal type, it consisted of 
actual pieces of lead). 

To change the leading, go to the Paragraph dialog box 
(the keyboard shortcut is and type the number of 

points of leading you want into the Line Spacing box. (You 
don't need to type pt or anything after the number; Word 
knows you mean points if you don't specify inches or any- 
thing else, and in fact automatically puts pt after the num- 
ber the next time you open the dialog box.) 

So, for example, if you want to print out text 11/13(11 -point 
type on 13-point lines, which is what you're reading now), 
you first select the text, then go to the Character dialog box 
and type J / in the Size box, then go to the Paragraph dia- 
log box and type 13 in the Spacing box. 

4 an Improved I Shift I Return I 

When you use the I Shin [Return! option to start a new line 
without starting a new paragraph (this keeps all the para- 
graph formatting but ignores the first-line indent, which is 
veiy useful on occasion), the last line of a fully justified 
paragraph is stretched from margin to mar^n. 

To avoid this, use [option I Return I instead to start the new 
line. Actually, it makes sense to simply use I option I Return] all 
the time, but the Word manual — for no justifiable reason — 
says I Shift I Return] is the way to do it. 

4 eliminating shifting text 

If you're Inserting new text in the middle of an existing 
paragraph, it can be really distracting to have the rest of the 
paragraph shifting to the right and down. To avoid this, put a 
paragraph marker to the right of the insertion point, by press- 
ing [Option] 8€ [Return] . This pushes the rest of the paragraph 
down and leaves the insertion point where it was. 
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When you're finished inserting text, use loptioni 86 iFl orf^ 
to remove the temporary paragraph marker; this joins the 
two paragraphs again. 

4 supercharging Change To: 

The Change To: text box in the Change dialog box (on the 
Search menu) has a limit of 255 characters, and it doesn't 
let you specify font or type styles in the replacement text. 
You can get around both those limitations by inserting the 
contents of the Clipboard into the Change To: box. 

To do that, you use ''C — that is, the caret ( Ishinfsl ) fol- 
lowed by the letter c (cap or lowercase. It doesn't matter). 
This lets you replace something short with something veiy 
long, or something plain with something fancy. 

For example, let's say you want to change every occur- 
rence of Apple to Apple. Make the first occurrence of 
Apple bold, select it and copy it to the Clipboard. Choose 
the Change command. In the Find What: box, type Apple 
and in the Change To: box, type ''c. Then click on the Change 
All button and every occurrence of Apple in your document 
will be changed to boldface. 

fl searching for special characters (szA/Paui norrman) 

You can search for invisible and other special charac- 
ters like paragraphs and tabs by using the following caret ( 
'' ) combinations in the text field of the Find or Change 
dialog box. (You get the caret with [shinlsl .) 

newline 

paragraph 

tab 

hard (nonbreaking) space (i.e., [ option 1 spacebar) ) 

^ - soft hyphen (i.e., loptionl-l ) 

''d section or page break 

white space (any combination of spaces, tabs, 
paragraph marks and page breaks) 
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formula character 
graphic 

^5 footnote reference mark (You can only search for 
this, not add it to your document with the Change 
command.) 

where x is the ASCII code for a character — i.e., don't 
type X, type the ASCII code (for details, see the ASCII 
chart entry in Chapter 7) 

caret 

question mark 

Here's an example of how you can use these special 
characters. Let's say you want to change the indent at the 
beginning of each paragraph in a document to a tab. First, 
you select the entire document and adjust the Indent marker 
on the Ruler so there's no indent. 'Then you just search for 
every ''p and replace it with (you can type them just 
like that; you don't need anything between them). 

# the Again command 

'The Again command ( I §8 |a) ) repeats the last command, 
your last edit, or the last thing you typed. For example, if 
you've just applied a Style to a paragraph, you can click In 
another paragraph and use Again to apply the Style there too, 

if you want to use Again to apply a group of character or 
paragraph formats (bold, outline and italic, say, or justified, 
indented and double-spaced), use the Character and Para- 
graph dialog box rather than the keyboard or the Format 
menu. 'That way the Again command will apply all the formats 
In the dialog box, instead of just the last one you applied, 

4 finding again 

To find another occurrence of the word, phrase or for- 
mat you last searched for, you don't have to open the Find 
or Change dialog boxes again— just press (option! 86 1 a I , or use 
the 0 key on the numeric keypad. 
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Combining this with the general Again command ( f¥TAl ) 
lets you search for something, apply a format to it and then 
search for the next occurrence, all from the keyboard and 
without using dialog boxes. 

fk unusual Glossaty entries 

I 

very 
hot 
Up 

• Section breaks. All the section definitions (number of 
columns, page number position, etc.) are stored in the 
section-break symbol (a double line that runs across the 
page). Keeping them in the Glossary lets you apply 
section-formatting options quickly. 

• Character format combinations. To do this, select a 
single character with a variety of formats — 14 point 
Times bold italic, for example — and store it in the 
Glossary. When you retrieve it, hit |Shinl<-| to select it 
and then type whatever you want — the new typing will 
have the retrieved format. 

• Paragraph formats. First press fxTYl (or choose Show ^ 
from the Edit menu). Then select a paragraph marker 

( H ) and open the Glossary window. (Why retrieve 
paragraph formats from the Glossary instead of using a 
style sheet? Because the style sheet includes character 
formatting, and sometimes you won't want that.) 

• Tables. Create tables with the number and size of rows 
and columns you need, and store them in the Glossary 
for quick retrieval. 

You can put a Glossary entry into the Work menu (us- 
ing the Commands command. You can also retrieve 
graphics, character and paragraph formats, section breaks 
and tables with keyboard commands (again, using the 
Commands command). 



The Glossary can store anything that you can select in 
the document. Here are some entries that may not have 
occurred to you, but which can be quite useful: 

• Graphics (for example, a logo or a letterhead). 
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4 standard and nonstandard Glossaries 

When you create a Glossary entiy. It's only good for the 
current session — unless it's specifically saved into the 
Standard (default) Glossary that Word starts with in each 
session. You'll be prompted to do that when you quit Word, 
but you don't have to wait till then— just choose Save from 
the rile menu while the Glossary window is open. 

To save a specialized Glossary as something other than 
the Standard Glossary, use Save As when the Glossary 
window Is open. To retrieve a nonstandard Glossary, use 
Open when the Glossary window Is open. 

To create a new Glossary with nothing In it (except the 
default entries of Mew, Date and Time) just open the Glos- 
sary window and choose new from the file menu. 

4 sorting 

Word is smart enough to know the difference between 
punctuation marks and other symbols (which it sorts first), 
numbers (which it sorts second) and letters (which it sorts 
last). Capital letters are put before their lowercase equiva- 
lents (e.g., Mac before mac) (that doesn't seem very smart 
to me— An) and accented foreign characters are put with 
their unaccented equivalents (e.g., e with u with u, etc.) 

Word is even smart enough to sort alphanumeric combina- 
tions correctly, so you get 9a and 9b before 1 Oa and I Ob. 

To sort In descending order (highest numbers first or z 
to a), press I shift I as you select the Sort command from the 
Utilities menu, (You'll notice that the command becomes 
Sort Descending when Ishinl Is down.) 

4 creating and changing default Styles 

There are default Styles that Word always uses, like the 
Normal Style and those used for automatic page numbers 
and index entries. You can change their definitions and 
add new defaults of your own. 
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Why should you want to add your own defaults? Be- 
cause nondefault style sheets are stored with the docu- 
ment In which they were created (or Into which they were 
Imported; for details, see the entry below called importing 
or merging style sheets). So If you create a Style for one 
document and forget to define it as a default, you'll have to 
import It Into each document you want to use it in. 

To make a Style a default, just select It in the Define 
Styles dialog box and click the Set Default button. 

Changing default Styles is easy. Just hold down the Isninl 
key, choose Define Styies... from the Tormat menu and 
select the Style you want to change. The names of the 
default Styles have a bullet ( • ) In front of them, (If you 
don't hold down I Shift I , they won't appear). 

Prime candidates for changes are: 

• The Normal Style (the default for a new document) 

• Page Number (used for the automatic page number) 

• Line Number (used with the number lines paragraph 
format) 

Page Humber and Line Humber are based on the nor- 
mal Style, so if you change Hormal to Times 1 0-point, the 
page numbers and line numbers wili also be In that font. 

4 no retroactive default Styles 

When you change the definition of a default Style, para- 
graphs defined as that Style automatically reflect the 
changes — but only in the current document and future ones. 
A pre-existing document using that Style will not show the 
changes — unless you either open the document. Select All 
and paste it Into a new, empty window, or Import the new 
style sheet into It (see the next entry for how to do that). 

4 Importing or merging style sheets 

If a document has no style sheet, you can import one 
from another document. If it does have a style sheet, you 
can merge it with one from another document. 
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To import or merge, open the Define Styles dialog box 
and choose Open from the File menu. Select the document 
whose style sheet you want and click the Open button. 

Mote that when both documents have Styles with the 
same name, the imported one replaces the current one. 

4 combining Styles In a document 

To merge two Styles in a document (turn ail your Unit Title 
paragraphs into Chapter Title paragraphs, say): 

• Open the Define Styles dialog box. 

• Select the Style you want to get rid of. (You can't just 
cut it, or all the paragraphs you've formatted in that 
Style will revert to Normal Style.) 

• In the text box that displays the Style's name, type a 
comma and then the name of the Style you want to 
change to. (In this example, you'd select the Style Unit 
Title and change its name to Unit Title, Chapter Title). 

• Click the Define button. You'll get a dialog box asking if 
iFs okay to merge the Styles. Click the OK button. 

• Now select the new (combined) Style and change its 
name, deleting the old name. (For example, change 
Unit Title, Chapter Title to simply Chapter Title.) 

When you're finished, ail the paragraphs that used to be 
formatted for the Unit 7?t/e Style will be Chapter Title ^\e, and 
the Unit Title Style Itself will be gone from the Style sheet. 

4 next Style override 

When you define a Style to have a Mext Style, pressing 
(Return] to Start a new paragraph switches to that next Style. 
When you want to stay In the current Style, you can over- 
ride the Mext Style option by pressing 1 88 1 Return I instead. 

# doubleclicks In Print Preview 

Doubleclicking the page number icon puts the page num- 
ber In Its default position In the upper right comer of the 
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page. Doubleclicking the printer Icon opens the Print dialog 
box. (Doubleclicking on the page margin or single/double 
page icon does nothing but confuse you; the clicks are inter- 
preted as two single clicks and therefore simply put you 
into, and right back out of, the modes they stand for.) 

ft paging and scrolling In Print Preview 

There are keyboard equivalents you can use instead of 
the scroll bar In Print Preview. Any of the following will 
move you backward or forward one page: 

• the 0 and 0 keys 

• the 0 and (U keys on the keypad 

• [optioni §e |/| and [ option 1 ae 1T| 

• [Optlonl 36 fo1 and loptlonl 86 | , 

in addition, you can jump to the first page with 
(keypad) and to the last page with I a§ l3| (keypad). 

ft deleting the automatic page number 

To get rid of an automatic page number while In Print 
Preview, just drag it off the page. It won't look like anything 
has happened, but If you click the margins icon to update 
the display, you'll see that the page number Is gone. 

ft adding a page break In Print Preview 

To add a page break while in Print Preview, click on the 
margins icon, then drag a page break up out of the bottom 
margin of the page. 

ft run-in headers and footers 

The body of a document is automatically ac^usted to make 
room for headers and footers, but you can circumvent this 
feature. If you have a header or footer that's higher than it is 
wide, you can run it down the left or right mar^n of the page, 
overlapping the area that "belongs" to the body of the text by 
defining the header or footer as a run-in. 



Shortcut 



shortcut 



S98 



*lHe ^Macintosh (Bi6U, Third ‘Edition 



shortcut 



To do that, use a negative number for the top paper mar- 
gin (for a header) or the bottom paper margin (for the footer) 
In the Document dialog box. Or, In Print Preview, adjust the 
header or footer position while holding down the Ishinl key. 

fl removing paragraph borders 

Removing paragraph borders by working in the Borders 
dialog box is time-consuming. You have to click on each 
bordered side of a paragraph to take the lines off. If you're 
working on multiple paragraphs with differing border styles. 
It's even worse, because it's hard to tell which lines you're 
turning on and which you're turning off. 

It's easier to use the Ho Paragraph Border command to 
remove all the borders from selected paragraphs. Here's 
how to put the command in the Format menu: 

• Choose Commands... from the Edit menu. 

• Choose Paragraph Border: in the command list. The 
Paragraph Border: command appears to the right, above 
a menu box displaying L Thick Paragra... (one of the 
four basic border commands you can add to the menu), 

• Click in the menu box, or on the arrow next to the box, 
and choose No Paragraph Border from the menu that 
appears. 

• Click on the Add button. 



Page Break Before 
Page Setup... 

Page Ulem 



Par agr aph Border: 



Paragraph Borders... 
Paragraph... 

Paste 
Paste Cells 
Paste Link 

Paste Special Character 
Plain For Style 
Plain Tent 



O 



Command: 

Paragraph Border: 

I L Thick Paragra...T^ 



r 



L Thick Paragraph Border 



No Pat agr oph Border 



^anceT^I 
f PQ 1 



TLBR Single Paragraph Border 
TLBR Single Shadoiu Paragraph Border 





i ^ 
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j;l| 
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Configuration: IBord Settings (4) [Open...] [Saue fls..7) [ Reset ] 
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4 framing a whole page 

You can frame an entire page with a simpie box (thin, 
thick, or shadow), just by combining two of Word's speciai 
capabiiities. 

First, create a header or footer that consists of no text 
but has paragraph formatting for the border you want. Set 
the iefl and right margins as needed and press [ Return) as 
many times as necessary to set the length of the box. (Word 
4 lets you define borders to apply to a block of paragraphs, 
but in Word 3, you have to press I shin) Return) so you won't 
get a series of boxes, one for each paragraph.) 

Then set the Top margin to a negative number — ^so, if 
you want the body text to start a half-inch from the top of 
the page, type -.5. (negative numbers let the header/footer 
run into the body of the page.) 

4 sizing and cropping graphics 

Dragging the handles on the frame that surrounds a se- 
lected graphic resizes the frame, but not the picture. Mak- 
ing the frame smaller than the graphic crops the image, 
leaving the upper left part of It showing. Making the frame 
larger centers the picture in the frame. 

To change the size of the picture instead of cropping it, 
hold the ) Shift) key as you drag on the frame. To return a 
graphic to Its original size, doubleclick on it. 

4 the graphics dump 

To turn any part of a Word document into a graphic, 
select it and hit ) option) se )d) . This puts a snapshot of it on 
the Clipboard. Although this feature is meant to allow you 
to transfer complicated formulas (constructed with Word's 
typesetting commands) into other programs, it also can be 
handy within Word, because it lets you distort text by turn- 
ing it into a graphic and then stretching or shrinking it. 
(Tor more details, see the entiy called creating special typo- 
graphic effects in Chapter 7.) 
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4 scanning a long document 

When you switch to Outline mode, the first line of each 
paragraph In your document Is displayed. This makes It 
veiy easy to skim through a long document when you're 
looking for something. 



4 disabling Fast Save 

Word's rast Save option Is fast because It doesn't save 
your edited file all over again; It simply takes the changes 
you've made and adds them to the file on the disk. You get 
speed, but the tradeoff Is file size — the more often you 
edit and Fast Save a document, the larger It gets. 

The Fast Save button (In the Save As dialog box) Is al- 
ways checked as a default— which means you always get a 
fast save when you simply use the Save command (be- 
cause unless you Save As, the Save As dialog box doesn't 
open and you can't uncheck the button). 

You can disable the automatic fast save by putting the 
Fast Save Enabled command In your Edit menu (so you can 
turn It on or off whenever you want). 'This command Is a 
toggle — choosing It alternately turns It on and off. When It's 
off (no checkmark In front of It), the Fast Save button In the 
Save As dialog box Is d/sab7ed— dimmed so it can't be se- 
lected at all. Then when you use the Save command, you 
get a regular save. 

To add the command to your menu: 

• Choose Commands... from the Edit menu. 

• Choose Fast Save Enabled in the command list. 

• Click the Add button below the word Menu: (not the 
one farther down). 

Once you've disabled the button, you can remove the 
command from the menu — the button stays dimmed even 
with the command gone. But It's smarter to simply leave 
the command In the menu. In case you ever want to turn 
Fast Save on again. 
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4 Screen Test 

Word has its own built-in screen saver, called Screen 
Test, but like so many of Word's capabilities, it's pretty well 
hidden. Here's how to add it to your menu or assign it a 
keyboard combination: 

• Choose Commands... from the Edit menu. 

• Scroll to the command Screen Test and select it. 

• Click the Add button if you want to put in your Utilities 
menu. 

OR 

• Assign it a keyboard command and click the 
Add... button next to that box. 

You can, of course, do both — put it in the menu and 
assign it a keyboard equivalent. 

Screen Test puts on a terrific display (especially if you 
have a color monitor). Once it's on, hit any key or click the 
mouse button to bring up a dialog box that lets you change 
various options for the display. Have fun with this one ! 

(If you want to see what Screen Test looks like before 
installing it dick on the Do button instead of the Add button 
in step three above. — Ali) 

4 Word credits 

Just for fun, choose About Microsoft Word... from the 4 
menu and f%l-click on the Word icon in the dialog that 
appears. 

4 dynamic dates and times 

Date and time entries inserted by the Glossary into a 
document are static — that is, they don't change once you 
insert them. To make them reflect the time of printing rather 
than the time of Insertion into the document, use the Header 
or Footer window to make Qlossaiy entries: 
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• Open the Header or Footer window. 

• Click on the date or time icon. 

• Select the date or time entry in the window. 

• Open the Glossary window, give the entry a name (but 
not time or date, since those are taken already) and 
click on the De/?ne button. 



ft date style macros 

Word's Qlossaiy offers three styles of dates: abbrevi- 
ated (7/30/91), short (Sun, Jul 30, 1991) and long (Sun- 
day, July 30, 1991). You can't change them, since they're 
default entries, but you can create a macro (using any Macro 
utility) to alter or combine elements from different styles to 
get what you need. 



Say you need this style: Sunday, 7/30/91. The following 
macro, which plays back in less than a second, provides it. 



press I 36 I Delete I 

type date - now - long 
and press I Return I 

press I Delete] 1 3 times 



prepares the status box for a 
glossary entry name 

inserts the long-style date into 
the document 

erases everything but the day of 
the week 



press I 36 1 Delete] 

type date - now - short 
and press I Return] 



prepares the status box for a 
glossary entry name 

inserts the short-style date 
into the document 



Another convenient date-style macro is any of the avail- 
able styles with the year removed (by backspacing over it). 

(Mote that you can't record a macro of selecting an entry 
from the Glossary window, because as you add and delete 
entries, the position of other entries in the list changes; 
when you play the macro back, it will choose the wrong 
entry. To retrieve Glossary items in a macro, you have to use 
the I 36 I Delete] option.) 
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4 the footnote window 

To review or edit text In the footnote window, press I Shift | 
while you drag the spilt bar, or press I shift I option 1 se ls| . To 
close the footnote window, drag the split bar to the top or 
bottom of the window, or press I option! §e ls| . 

You don't have to close the footnote window after typing 
text Into It. You can just click In the main part of the window 
to continue working on your document, or use the Go Back 
command (it will place the Insertion point Immediately after 
the footnote reference mark In the main document). 

4 removing returns from imported documents (dc) 

Sometimes when you transfer a document created on an- 
other computer into Word, you'll find carriage returns at the 
end of each line. (Use ! 8§ jYj to see where all the carriage re- 
turns are; they show up as ll's.) Since Word uses carriage 
returns only to mark the ends of paragraphs, you'll need to 
remove all the ones that fall elsewhere. Here's how to do that: 

Select the entire document How choose Change from the 
Utilities menu, and change each occurrence of ''p''p (Word 
uses to represent carriage returns) to some unique 
characters that don't appear anywhere In the document, 
such as ##. Click the Change All button. 

Hext, choose Change again and change each occurrence 
of to a single space (just use the space bar). Click the 
Change All button. How choose Change for a third time and 
change each occurrence of ## (or whatever you're using) 
to ''p. Again, click on the Change All button. 

All the carriage returns In your document should now be 
at the ends of paragraphs. ( [~^7 y 1 will reveal if any un- 
wanted ones remain.) 

4 removing blank lines from merge printouts (dc) 

Since the dawn of mail merge, users have put up with the 
problem of blank lines In their mailing labels and merge let- 
ters. You set up fields for 'Title, Hame, Company, Address, 
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City, State, and ZIP, and the first thing you discover is that half 
your records have no company name associated with them. 
In many word processors, this leaves you with no option but 
to print the labels with a blank line where the company name 
would go. Officially, Word Is no different, but there Is a way 
around the problem. 

Word's manual states that each ELSE statement must 
be enclosed with guillemets (which look like this: « « and 
are pronounced gee-may). But If you leave off the last » , 
Word will not advance to the next line, and blank lines will 
be eliminated when the document is printed. 

The official Microsoft approach shown below will leave you 
with blank lines If the title, name, or company field Is empty: 

«IF title»«title» 

«ELSE» 

«IF naroe»«name» 

«ELSE» 

«IF company>K<company» 

«ELSE» 

«ENDI F»«a ddre s s» 

<ccity», «state» «zip» 

But the following Print Merge document will not leave 
blank lines, regardless of whether or not the title, name, or 
company field is empty: 

«IF title»«title» 

«ELSE 

«IF name»«name» 

«EXjSE 

«IF company»«company» 

«ELSE 

«ENDIF»«address» 

«city», «state» «zip» 



WiitelSow tips 

4 suppressing menu fonts 

^ In Writenow's font menu, the font names appear in their 

own typefaces. This makes the menu a little slower to pop 
Up down than other menus. (It also makes it Impossible to read 
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pictorial fonts, and difficult to read ornate display fonts, it 
also makes the menu ugly, cluttered and Jumbled. Mac- 
Write uses the same approach but, unlike WriteMow, doesn't 
give you a way to turn it off — Afi) 

To suppress this "feature," hold down [option [ when you open 
the Font menu. (There should be some way to turn it off as a 
default, so you don't have to do this each time. — AM) 

4 closing all documents 

To close ail open documents in one fell swoop, hold 
down [Option) , open the file menu and choose the Close 
command (which will now read Close All). This trick also 
works on the desktop but not In eveiy program— just those 
that, like WriteNow, have wisely chosen to Implement It. 

4 moving with the arrow keys 

The arrow keys ( ) move the insertion point left 
and right by a single character and up and down by a single 
line. You can use the [ Option [ and keys with the arrow keys 

to move In different Increments: 



[Option 1 4-1 


left one word 


[Option I ■»[ 


right one word 


®0 


to the top of the current screen, then to the 
top of the next screen 


(jiJiJ 


to the bottom of the current screen, then to 
the bottom of the next screen 


dE 


to the beginning of the line 


dE 


to the end of the line 



Adding [Shift I to any of these keyboard commands se- 
lects the text from the Initial position of the insertion point 
to where It ends up. 

4 keyboard text changes 

There are three ways to change the font size of selected 
text from the keyboard: 
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1 3§ lol increase by a single point 

1 3€ |9| decrease by a single point 

r^Til change to specific point size 

When you use [ ae is] . Immediately type the point size that 
you want. When you use 1 86 lo| or I §e |9| , you can hold the 
keys down to continually Increase or decrease the size. 

You can also superscript and subscript selected text 
with keyboard commands (the mnemonics are higher and 
lower): 

1 86 |H| superscript (by one point) 

rWTin subscript (by one point) 

If you hold rWHTI or I ae |l| down, the superscripting or 
subscripting Increases continually. In Increments of one 
point. To remove superscrlptlng or subscripting, use l 36 |t| . 
This puts the text back at the baseline no matter how far 
you've offset it with (~mTh1 or [ 98 |l| . 



shortcut 



# keyboard ruler changes 

You can change paragraph alignment and spacing from 
the keyboard, without having to click on the Ruler. Here's 
how: 



1 K IShIttiLl 


align left 


1 se ishirtiRl 


align right 


1 S§ IShlftld 


align centered 


1 9S IShiniJl 


justify margins 


1 3g IShinl 1 1 


increase line spacing 


1 9S IShirtlDl 


decrease line spacing 


1 se Ishittlxl 


toggle between fixed/flexible line spacing 


ft creating new default formatting 


To change the formatting for new documents, create a 
document with the settings you want. Hame it Stationery 



and put It in either your system folder or In the same folder 
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as WrlteNow. From that F>olnt on, each time you use the 
/Yew command, the Untitled document that opens will have 
the stationery's settings. 

If you want a new document to use WritelYow's regular 
defaults instead those of the Stationery file you've set up 
(but don't want to change them permanently), hold down 
I Option I while you choose Hew. 

fl tabs and returns In dialog boxes 

When you want to indicate a [Tab| or I Return I character in a 
Find or Replace dialog box, you can do it in one of two ways 
— ^USe I Option I Tab I or ''t for I Tab I , | Option iReturnI or V for [Return| . 

4 relative margin changes 

If you select all the paragraphs in a document and move jg 
the left margin marker in half an inch (say), all the para- ^ 
graphs will start at the half-inch mark. To make a relative 
change to paragraph margins — like moving all of them in a 
half-inch from their current positions — hold while you 

move the margin marker. 

4 custom leader characters 

Writenow lets you use any character as a ieader (that is, 
to fill the blank space between tab stops). To specify a 
leader, just press I Tab) and the character at the same time. 

So if you wanted a dotted line as a leader, you'd press I Tab) 
and the Q key at the same time. 

The space between tabs — and whatever leader charac- 
ter is in it — can be selected and formatted. So if you have 
chapter titles and pages in 18 -polnt bold: 

Chapter One 1 

you can select the dots and make them look more rea- 
sonable: 

Chapter One 



1 
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very good 
feature 



shortcut 



very bad 
feature 




4 IVritelSow and Word merge documents 

WriteMow's merge documents are identical to Word's — 
in fact, a merge document created in Word can be opened 
directly in Writeriow and used without editing. (Kudos to 
T-Maker for admitting that other software actually exists.) 

4 bulk editing of the dictionary (dc) 

To add a lot of words to the dictionary, select them all and 
click on the Learn button. To delete a lot of words from the 
dictionary, select them ail and click on the Forget button, 

4 creating unique paragraphs 

While WriteNow doesn't provide Styles, it does let you 
copy existing paragraph formats and apply them to other 
paragraphs. It also lets you change all paragraphs in a se- 
lection that have identical formatting to some other for- 
mat-ignoring paragraphs in the selection that don't share 
that formatting. 

One way to uniquely identify paragraphs for later global 
changing is to add Invisible formatting to them. Let's say 
your document has primary and secondary heads. Add a 
tab to the end of the Ruler — even beyond the right mar- 
gin— to Identify the primary heads; add two tabs to identify 
secondary heads. Adding tabs that you know you won't use 
doesn't affect the look of paragraphs at all, but it gives 
them distinct formatting. 



Works word processor tips 

4 nontoggling Undo (ah) 

in Works, faTlYI doesn't toggle between Undo and Redo, 
the way it does in virtually every other Mac program. This 
may not sound like much of a problem, but It's amazing 
how much work you can lose as a result of it. For example, 
if you accidentally hit C^T^ , all the text you typed since the 
last time you clicked the mouse is irretrievably lost ! 
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Incredibly, this ridiculous mistake was not corrected in 
Works 2.0, thereby slipping over the line from gross negli- 
gence to willful misconduct (and, in the process, winning the 
much-coveted Naiman Prize for Brain-Dead Software Design). 

4 the four tabs 

It's not immediately apparent, but Works provides four 
different types of tabs: left, right, decimal, and centered. 
Here's what they look like on the Ruler: 



1 I 2 , 

I I I I I I I I I I I I I I I I I 
H h d f 






\ Center 



Right decimaf 



To get a left-aligned tab, click once; to get a right-aligned ^ 
tab, doubleclick; to get a decimal tab, triple-click; and to 
get a center tab, quadruple-click (there's a word you don't 
see too often). 

Clicking on an existing tab changes it to the next type, and 
it goes around in a circle (from the center tab back to the left 
tab again). So if you're moving a tab on the Ruler, make sure 
you hold the mouse button down as you drag — if you release 
it too soon, the tab will change to a different type. 



4 automatic entry of search text 



If any text is selected when you use the Find or Replace 
command (both on the Search menu), it's automatically 
entered into the Find What: text box. 




very good 
fixture 



4 margins vs. indents 

As the Works manual tries to make clear, margins are set 
in the Page Setup dialog box while Indentations — left, right 
and first line — ^are set on the Ruler. It may help you avoid 
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confusion If you think of the Ruler as controlling left and right 
text maigins while Page Setup controls paper mar^ns. 

The zero mark on the Ruler is set wherever the left pa- 
per margin is. So with a one-inch page margin and a zero 
setting on the Ruler, the text begins one inch in from the 
left edge of the paper. If you set the margin on the Ruler at 
one inch, the text will begin two inches in from the edge of 
paper. Paragraphs on a page can have various right and left 
margins, but the paper margins remain constant. 




If you put the right margin marker on the Ruler beyond 
the right paper margin, it turns into a hollow triangle. Since 
Works won't print anything beyond the paper margin you've 
set in Page Setup, you'll lose some text (or graphics) at the 
ends of your lines. 

(I hate this old-fashioned, pre-Mac way of treating mar- 
gins, which is a ieftoverfrom the primordiai ooze of CP/M. 
After ail, the only thing that counts is how far the text is 
from the edge of the paper; to indent a paragraph, you Just 
increase that one, single measure. There are no such things 
as text margins and paper margins — there are Just margins. 
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This Is a good example of the opposite of transparency— 
Instead of being Invisible, the mechanics of the software 
show through and distract you from your work. — ATI) 

4 page zero 

When you use the Title Page command, the header and/ 
or footer isn't printed on the first page of the document, 
but the next page is marked Page 2 (assuming, of course, 
that you have a command that reads Page Sep in the header 
or footer). To make the second page read Page 1, choose 
the Set Page command (on the Pormat menu) and set the 
starting page number to zero. 

4 page breaks 

You can use I Shift I Enter I instead of the Insert Page Break 
command to put a page break in a document. Both com- 
mands insert a forced page break (that is, one that moves 
you to a new page regardiess of how much text is on the 
current one). 

Forced page breaks can be removed by backspacing 
over them, but there's another way to do it: [ShinlEnterl acts 
as a toggie — that is, it also removes a page break if the 
insertion point is immediately beneath it. 

4 drawing room 

If you turn Draw on, but the crosshairs pointer doesn't 
appear when you place it where you want to start drawing, 
you're probably tiylng to draw past the end of the docu- 
ment. Just add some empty lines with the I Return I key and 
the Draw function should work. 

4 pasting text and graphics 

If you have both text and graphics stored in the Clip- 
board, pasting will insert both into the document — unless 
you have Draw on, in which case only the graphic object 
will be inserted. 
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If you're pasting a graphic at the end of the document, 
remember that you first have to make space for it, by 
pressing I Return I as many times as necessary. 

# multiple (repeating) labels 

To print address labels that ail have the same name and 
address (either because you're sending a shipment of many 
boxes or because you repeatedly ship to the same address), 
set up the meige document the way you would for regular 
multicolumn labels, but don't check the Multiple Labels 
option. Qo to the database window and select the record 
that contains the information you want. Then move back to 
the word processor and use the Print Merge command. 



Outliners 



4 what's an outHnei? 




bcginnets 



Outliners are, in effect, word processors that specialize in 
making It ea^ for you reoiganize your material. You enter text 
on Indented levels or in headlines, and then you drag it around. 
If you're thinking that you can do that in your word processor, 
by using tabs for indenting and then cutting and pasting to 
reoiganize— you're wrong. Picture yourself cutting and pasting 
icons on the desktop eveiy time you want to move something, 
and you'll get an idea of the difference in convenience. 




vety good 
feature 



The various levels or headlines don't have to be single 
words or phrases — they can be multiple paragraphs of text 
or even graphics. And best of ail, you can collapse or ex- 
pand the outline — looking at, for example, only all of the 
first level headlines, or eveiything up to the third level, or 
all the levels that are subordinate to the third first-level 
headline. Being able to get an overview of your document's 
structure, and to zero in on any section of it, is Invaluable. 



The usefulness of outliners isn't limited to organizing 
large text documents. You can, for example, use them to 
create calendars, or to-do lists on which you can reprioritize 
items simply by dragging them to a different spot. 
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4 More n 



ThlnkTank begat More which begat More II, a smooth, 
beautiful, powerful piece of software. When More II came 
out, presentation software was the latest buzzword and 
Symantec tried to position the product in that market. Bad 
move. They have since come to their senses and returned 
to the outliner-organizer category in their advertising. 

More lets you create multiple-line headlines and attach 
a window to any or ail headlines for further text or graphic 
information. It automaticaliy labels headlines and subheads 
by any of a number of schemes — including ones you make feature 
up yourself. 

You can define formatting for any group of headlines (in- 
cluding font, size, styie, color and leader characters) and you 
can store and retrieve the combination (iike slyie sheets in a 
word processor). More iets you view your information in more 
than just the straightforward text view. You can choose bullet 
charts or tree charts, and there are lots of additional choices 
within those categories. Here's a basic outline view: 




very good 
feature 




very good 



+ Main Title 

+ First Level Headline 

- This Is a second level headline 

- So is this 

- Another First Level Headline 

- Still Another First Level Headline 



And here's a tree chart of the same informaUon: 
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Here's the first screen of the bullet chart for the same 
outline: 

/ \ 

Main Title 



• First Level Headline 

• Another First Level Headline 

• Still Another First Level 

The next bullet chart would have the First Level Head- 
line In the place of the Main Title with the second level 
headlines bulleted underneath (by default It would be for- 
matted the same, but you can define different styles of 
charts for different levels). 

More hasn't forgotten Its presentation pretensions — ^you 
can easily design slides and/or handouts from the informa- 
tion In your outline. More also provides a slide show o|> 
tlon, with special effects from one screen to the next. 

If you need heavy-duty outlining, you should consider 
shelling out the $400 More 11 costs, whether or not you need 
presentation graphics. If you don't do presentations and only 
need llght-to-medlum outlining power, see the next entiy. 

4 Acta Advantage 

Acta (from Symmetry) was the first DA outllner. When 
More grew Into a complicated, expensive, high-end outllner/ 
presenter. Acta grew from a desk accessory to a stand- 
alone application — ^Acta Advantage ($130). Acta Is still 
available as a full-blown desk accessory, but the applica- 
tion has more features — headers and footers, page preview, 
search and replace, up to nine open windows and on-screen 
topic labels. 
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Acta Advantage is perfect for anyone who needs an 
outliner (and that's almost eveiyone) but doesn't need the 
high-end power of More II. The Acta Advantage package 
includes the DA, which is useful for accessing your appli- 
cation's files from the # menu. 

Ups on More 

4 about "document window" 

The tips in this section reluctantly stick to LivingVideo- 
Text's confusing and unMaclike term document window. A 
More document window is not the window that has your 
outline in it, the one with the close box and the title bar (as 
it would be on any other Mac application) — it's the ex- 
pandable scrolling area that stores text for a headline. 

4 the zero-level headline 

A currently-selected headline is always considered the 
zero level; headlines immediately beneath it are level 1 
and so on. 

ft underlined document names 

Opened documents are listed in the Window menu. If 
the title is underlined, that means you haven't saved the 
latest changes. (This is a great feature. Ali programs should 
do this.— AM) 

4 character formatting from the keyboard 

Since there are no keyboard equivalents listed in the 
Style submenu, it's not obvious that you can apply charac- 
ter formatting to selected text from the keyboard. But you 
can. The keyboard commands are: 

I Shim 86 IBI bold 

I Shift! 88 1 1 1 italic 

Ishiftl ae |u| underline 



very bad 
feature 




very good 
feature 



shortcut 
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I Shift 1 3§ lD| shadow 

I Shift 1 36 [ol outline 

ishifti 3€ IPI plain 

The Plain command, whether chosen from the menu or 
accessed with I shift) ae |p| , doesn't strip selected text of all 
styles — It removes just the formatting that doesn't belong 
In the rule (In other words, the Style) for that headline. So 
if all your second-level heads are defined as 14-polnt bold, 
and you've underlined one of them, applying Plain to that 
one leaves it bold but removes the underline. 

You can make selected text larger with I shift) 86 ITI or 
smaller with ) shift) ae ) . I . You can cycle through all the fonts 
In your System, applying them to headlines or document 
windows, with Ishin) 8§ ) c I and Ishitt) 3e IT) . 



4 tabs and returns in headlines 

To use tabs or returns within a headline, press ) option) Tab] 
or I Option I Return) . 






very 

hot 

tip 



4 splitting and Joining headiines 



To split an existing headiine Into two headiines, click 
where you want to split and press I §§ ) Return) . To Join two 
headlines Into one, click at the beginning of the lower one 
and press I ae I Delete) . Then Insert a space to separate the 
words at the Joined spot. (If you click anywhere other than 
at the beginning of the headline, I se ) Delete) acts as a regular 
backspace.) 



Here's a macro that lets you Join headlines no matter 
what part of the lower headline you're In (it adds the needed 
space between the Joined headlines automatically): 

* I §§ )A| selects the entire headline 



•0 

• I 36 I Delete | 

• (Spacebar) 



deselects the headline, putting the insertion 
point at its beginning 

joins the headlines 

inserts a space 
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To play the macro back, just click anywhere in the lower 
headline before you call the macro. Suggested playback 
command: I Option I 3§ 1 Delete I . 

4 moving around 

To jump right to the Home headline, press [ shift 1 §s I'fl ; to 
jump directly to the last headline, press I shift I §§ IT] . To jump 
up a windowful at a time, press IShinfTl ; to jump down a 
windowful at a time, press I shift 1 4-1 . if you have an extended 
keyboard, you can use the I Home L [End I Ipgupj and I PgDn j keys. 

# selecting text 

To select text In headlines or in document windows 
without using the mouse, hold down the I shift I key and use 
the arrow keys to move the insertion point (it will select the 
text it passes over), 

4 the ttiple-clich trick 

Triple-clicking selects a paragraph In a headline or in a 
document window, (if your headline is a single line or para- 
graph, as most are, triple-clicking selects the entire headline.) 

4 In and out of document windows 

I Option I Enter I moves the pointer out of a document win- 
dow and back into its headline without closing the window. 
The same command also moves you the other way — from 
a headline into its open document window. 

4 clicking buttons from the keyboard 

in a dialog box, the first letter of a button's name will 
click it. Tor exampie, if your choices are Yes, lio and Can- 
cel, you can simpiy press 0/ (El or (^. ( 1^(7] and [Escj also 
work for Cancel.) 

4 automatic Search For entries 

If any text is selected when you use the Search command, 
it's automatically entered into the Search For: text box. 



shortcut 



shortcut 

shortcut 

shortcut 




very good 
feature 
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shortcut 

shortcut 

shortcut 



4 Importing and exporting 

To save a More II outline as a Word document, to open 
a More 1 .0 document in More II or to do any of a number of 
other Import/export operations, you use the pop-up menus 
in the Open and Save dialog boxes. If the menus aren't 
popping up, then you forgot to move the Import/export 
drivers into your system folder. They're in the DnVer folder 
on the More II utilities disk. 

4 counting words 

You can use More's search function to count the words 
in an outline (or any part of it). First, select the part you 
want counted. (Selecting a headline will count all its sub- 
heads and document windows; to count the whole docu- 
ment, select the Home headline.) Then type the following 
in the Search For; text box (in the Search dialog box): 

la-zl* 

Click on the Whole Word and Match Pattern check 
boxes and the Find All button. 

fl bypassing the Sort dialog box 

To bypass the Sort dialog box when you want to use the 
current settings anyway, hold down [option I while choosing 
Sort from the Outline menu. 

4 restoring a graphic to Its original size 

When you've resized a graphic by its handles, restore it 
to its original size by doubleclicking on it. 

4 formatting shortcut 

The formatting rules you apply to headlines — and there- 
fore to their subheads — can be cut or copied as a group, 
without even opening the Rules dialog box. You can then 
paste the group of rules onto another headline. The com- 
mands are [optionl §g |x| , [option! se fcl and [optionl ae ivj . 
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# Indented pastes 



When you paste a headline Into an outline, it appears di- 
rectly beneath the current headline, on the same level. To 
make it subordinate to the current headline, use this macro: 

• f^Tvl pastes the headline beneath the current one 

• I Tab I indents the lower headline 



shortcut 



4 the open-next-document'Window macro 



Here's a macro I think of as the 'leapfrog" macro. It's for 
when you're in a document window and you want to move 
to the document window attached to the next headline 
(which isn't currently open). 

• [Enter] closes the first document window 

• 0 selects the next headline 

• I Enter! Opens the next document window 

The playback command I use is ( ae lEnterl . if you prefer 
to work with full-size document windows, record the macro 
with [Shift [Enterl and use [shinj ae [Enter] as the command. 



shortcut 



4 removing subheads 

Here's a macro that removes all the subheads from un- 
der a headline. 

• [ 36 |A[ selects the whole headline 

• 1 36 lx[ cuts the contents of the headline 

• rWTBl clears the headline itself, with all its subheads 

(the previous headline is then selected) 

• [Return I inserts a new headline 

• r^Tv] pastes the original headline text back into 

the outline 



shortcut 



Mote that this works only on the headline and not on any 
document window attached to it. 

At UvlngVideoText (the program's publisher), this macro 
used to be called the Infanticide command. 




gossip/ 

trivia 
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esp. for 
beginners 




important 

warning 



Spelling checkers 

4 finding the rl^t spelling checker (sccm Beamer) 

Eveiyone who does word processing on a Mac should 
use a spelling checker. It doesn't make much difference 
whether you consider yourself a good speller, because most 
errors are typos. Spelling checkers not only help you to 
find these, they let you correct them quickly and efficiently. 

But remember: lio spelling checker can Find errors In 
which you Inadvertently substitute a valid word for the one 
you Intended (form for from, say, or tow for two). So you 
should proofread a document one last time after running it 
through a spelling checker. 

Virtually all Macintosh word processors now come with 
built-in spelling checkers, and they're generally pretty good. 
But some people may still want a stand-alone spelling 
checker to use with other applications, and to get features 
not Included In a particular built-in checker. 

Some spelling checkers offer batch checking, which 
processes an entire document, or a selected portion of It, 
at once. Some also offer interactive checking, which means 
the program Interrupts you eveiy time you type something 
It doesn't understand. Interactive checking makes me lose 
my concentration, but you may prefer It. 

A big dictionary Is one of the most Important features of 
a good spelling checker, because It cuts down on the num- 
ber of faise alarms — correctly spelled words It doesn't 
recognize. The fewer of these, the faster you'll finish 
checking a File. Another advantage of a large dictionary is 
that It's more likely to offer a correct spelling as an option, 
which Is the fastest way to make a correction. 

I like a dictionary of at least 80,000-100,000 words. 
Much smaller than that and there may be more false alarms 
than actual spelling errors, which Is a real annoyance. Most 
stand-alone checkers offer statistics, including word count — 
a feature which, as a journalist. I'm very fond of. 
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Many programs of both types offer extras. A Glossary ^ 
function is one of the more useful of those. This allows you Bu© 
to make a list of abbreviations and the full text they repre- 
sent. Type the abbreviation and the full text appears (e.g., 
you might type td when you want today's date). 'The text to 
be substituted can be quite long, so whole paragraphs of 
boilerplate can be put In the Glossary. Some Glossaries 
even accept carriage returns, which makes it possible for 
you to insert your whole address (or somebody else's) by 
typing a simple abbreviation. 

Other extras offered by some programs Include the abil- 
ity to recognize the entire ASCII character set, not just the 
standard alphabet. This lets you put words with foreign 
accents and even mathematical formulas into the dictionary. 



Another useful extra feature is flagging double words 
(like and and), which are both very common and among 
the most difficult mistakes to spxjt when proofreading. Some 
spelling checkers also look for correct capitalization and 
simple punctuation errors like unmatched parentheses or 
quotation marks. Automatic hyphenation and hyphenation 
checking are offered by many programs. 

Being able to view the actual dictionary and make changes 
in it is very useful (especially since virtually all dictionaries 
contain some errors). 




very good 
feature 




very good 
feature 



A final consideration when choosing a spelling checker is 
how many different applications it can work with without 
having to change the formatting. Some DA spelling checkers 
have some problems with formatting, because they use the 
Clipboard as part of their correction routine. This some- 
times causes problems with applications that don't follow 
Apple's guidelines (some Microsoft products, for example). 



ft Thunder II 



Thunder II ($80) Is a terrific spelling checker that works 
both in batch and interactive mode. It now works under 
MuItiFinder (you go to the Control Panel and designate the 
applications you want Thunder to be active in, and the 
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very good 
feature 


Thunder menu title — a checkmark — ^appears in the menu 
bar when you run them). 

There are two other improvements from earlier versions: 
you can now add items to Thunder's dictionaries and its 
word-count feature (which Arthur justifiably panned in the 
last edition) is now solid and consistent 

1 find Thunder indispensable for two reasons: its Glossary 
feature and its on-the-fly spell checking. The glossary lets 
you define misspellings that will be automatically fixed as 
you type them. So hte turns into the without your doing 
anything. You can turn mf into MuIUFinder, mb into Macintosh 
Bible, and create a complete shorthand dictionary. 

In Interactive mode. Thunder watches as 1 type; 1 don't 
have to wait and check the entire document later. (Isn't it 
amazing how much people's tastes differ? I'd rather be 
tortured by some CIA-trained goon than have a spelling 
checker flash or beep at me while I'm typing. — AM) 

Well, Arthur, you don't ever have to have interactive 
checking turned on (although you need it for the glossary 
feature). You can set the beep to any sound at any volume 
(independent of the System sound setting), or you can just 
have it flash silently, so 1 don't see the problem. 

4 Spelling Coach Professional 

Spelling Coach Professional is the son of Spelling Coach 
and the grandson of MacLightnlng, one of the earliest Mac 
spelling checkers (that's where Thunder got its name — the 
reply to lightning). It has a large basic dictionary (licensed 
from Merriam-Webster) and also provides specialized legal 
and medical dictionaries that you can add terms to. Defini- 
tions are supplied for many of the words in main dictio- 
nary, and there's a built-in thesaurus. 

The program works both interactively and as a batch 
checker. It's annoyingly slow in batch mode and once you've 
asked for suggestions, you can no longer type in your own 
choice. The interactive checker isn't as powerful as 'ITiunder's; 
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It doesn't have a powerful Qlossaiy feature and It doesn't 
check for capitalization mistakes or for for doubled words 
(like those — did you notice them?). 

At $200, Spelling Coach Professional, is twice the price 
of Thunder, so you have to decide what's more important 
to you — Coach's thesaurus, dictionary with definitions and 
specialized medical and legal dictionaries or the lower price 
and better interactive checking of Thunder. 

ft SpcHSWCH (Scott Beamer) 

One of the most popular spelling checkers, Spellswell 
works with a large number of applications (the current ver- 
sion, 2,2, costs $75). Options include medical and legal 
dictionaries (expensive at $100 each) and Lookup, a DA 
that allows you to look up the spelling of a word from any- 
where you have access to the 4 menu. It will also paste a 
word selected from the dictionary into almost any program. 

Spellswell checks homonyms, double words, capita- 
lization and some punctuation (as well as spelling, of 
course), but it's only an average guesser. Its dictionary is 
105,000 words. 

4 Spellswell (ah) 

Is it Spells Well or Spell Swell? Only its publisher knows 
for sure. Either way, their spelling checker Is one of the 
better ones on the market. 

I used Spellswell for a while but fell afoul of its Inability 
to Ignore special characters like dashes — ^which, as you 
can see, I use all the time — ^and foreign accents (I was 
writing a book on Central America and got tired of adding 
words like Jos to the dlctionaiy because Spellswell couldn't 
deal with the 6 in Jos6). But aside from that, this is an effi- 
cient, well-written program, 

4 Spellswell (sza) 

One thing drives me nuts about Spellswell is the place- 
ment of the Skip and Replace buttons. If you select the 
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correct spelling of a word from the suggestions In the list, 
“ your first move will be to the button Immediately below the 
list box — and that's the Skip button. So after you've typed 
In the correct spelling, you tend to tell Spellsweil not to use 
it. (If you're working mostly from the keyboard, this isn't a 
big problem, since you can use keyboard commands.) 

Spellswell's main problem, though. Is the fact that it's 
not a DA; if you're not in MultlFinder, you have to quit the 
application to run it. Basically, Spellsweil Is an OK product, 
but when you can get something like Thunder (reviewed 
above) for just $5 more, why not do that? 




ft Word Finder (ATf) 



Word Finder isn't a spelling checker-— it's a thesaurus in 
the form of a desk accessoiy. It's one of those products 
that makes you wonder how you lived without it. 




very good 
feature 



Word Finder's thesaurus contains 220,000 anonyms for 
15,000 words. That sounds like a lot, but I'd like it to be 
even more extensive. Still, It's so useful to have a thesaurus 
as a DA that 1 hardly ever consult my paper one anymore. 




bargain 



Word Finder's operation is slick and obvious; it Finds 
words fast and usually gives you a lot of them. If you need 
the manual to use this program, you don't know much 
about the Mac. At $60, this is a must-own product. (I sec- 
ond that — SZA) 



ft Dictionary Helper (lany Pina/An) 




Dictionary Helper is a file of 1313 words (how's that for 
a lucky number?) that normally aren't found in the dictio- 
naries of spelling checkers. Instead of having to add these 
words to the dictionaiy one by one whenever you happen 
to use them In something you write — ^which can be an in- 
credible nuisance^just open Dictionary Helper, run your 
spelling checker on it and add ail the words at one sitting. 



That's a tedious task but it's a lot better than doing it 
piecemeal. Some spelling checkers will let you Import all 
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the words in bulk, so you don't have to click OK or Add for 
each one. 

Dictionary Helper adds less than 9K to your spelling 
checker's dlctionaiy(les) but It greatly reduces the number 
of "false alarms" — flagged words that are actually correct. 
Here's what it contains: 

• contractions (with both straight and curly apostrophes) 

• everyday abbreviations like Thurs, Apr, St, etc. 

• the 26 letters of the alphabet as stand-alone words 

• the names of the 50 states, their standard two-letter 
abbreviations, their capitals and other major US cities 

• the names of foreign countries and large foreign cities 

• common US first names and nicknames 

• common US last names 

• common brand names 

• the names of some famous people (inevitably a very 
subjective — and incomplete — list) 

In all the above categories, names are omitted when 
they're also words. So, for example, the first names list 
omits Art, Bill, Bob, Dawn, Frank, Pat, Ray, etc.; the cities 
and states lists omit Uttle Rock, Hew, South, etc.; and the 
days of the week abbreviations omit Sat and Sun. 

We may have missed a few, or decided to err on the side 
of caution, but it doesn't matter — if words on this list are 
already in your spelling checker's dictionary, all that will 
happen is you won't be queried about them, or if you're 
importing the whole file in bulk, your dictionary(ies) will 
contain a few extra words. 

names are also omitted when they're in some other list. 
So, for example, Jan isn't in the list of fii^st names because 
it's in the list of month abbreviations, and Lincoln, Jefferson 
and Madison aren't in the list of famous people's names 
because they're in the list of state capitals. 
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If you want to type out the file yourself, here It is (we 
don't envy you). For those of you who can't handle the 
boredom, we've Included Dictionary Helper on the 'Third 
Edition of the Macintosh Bible Software Disks (described in 
Chapter 19). Feel free to add and/or delete words from the 
file to make It fit your particular needs. 

aren't can't couldn't didn't doesn't don't hasn't haven't he'd he'll he's I'd I'll I'm I've isn't 
it'd it'll it's she'd she'll she's shouldn't should've that'd that'll that's there's they'd they're 
they've they'll wasn't we'd we'll we're weren't we've who've won't wouldn't would've 
you'd you'll you're you've 

aren't can't couldn't didn't doesn't dont hasn't haven't he'd he'll he's I'd I'll I'm I've Isn't 
it'd it'll it's she'd she'll she's shouldn't should've that'd that'll that's there's they'd they're 
they've they'll wasn't we'd we'll we're weren't we've who've won't wouldn't would've 
you'd you'll you're you've 

Mon Mo Tues Tue Tu Thurs Thur Thu Th Fri Fr Sa Su Jan Feb Mar Apr jun Jul Aug Sep 
Oct Nov Dec Ave Av bldg Blvd Cir Ct dept Dr hwy Ln Rd Sq St Ste Wy NW NE SW 
SE amp avg cc cm ext ft gal lb ml mm mph mpg pkg pp qt tel yd yr TV VCR UHF VHF 
Mr Mrs Ms Jr Sr II III IV MD DDS BA AB BS MA PhD meg megs MB cps dpi Hz MHz 
CP/M MS DOS PC el le la los las de des di von van der San Santa a b c d e f g h i 
jkimnopqrstuvwxyz 

AL AK AZ AR CA CO CT DE DC FL CA ID IL lA KS KY LA MA MD Ml MN MS MO 
MT NE NV NH Nj NM NY NC ND OH OK PA PR Rl SC SD TN TX UT VT VA VI WA 
WV Wl WY 

Montgomery Alabama Juneau Alaska Phoenix Arizona Arkansas Sacramento California 
Denver Colorado Hartford Connecticut Dover Delaware Tallahassee Florida Atlanta 
Georgia Honolulu Hawaii Boise Idaho Springfield Illinois Indianapolis Indiana Moines 
Iowa Topeka Kansas Frankfort Kentucky Louisiana Augusta Maine Annapolis Maryland 
Boston Massachusetts Lansing Michigan Minnesota Jackson Mississippi Jefferson Missouri 
Helena Montana Lincoln Nebraska Carson Nevada Concord Hampshire Trenton Jersey 
Fe Mexico Albany York Raleigh Carolina Bismarck Dakota Columbus Ohio Oklahoma 
Salem Oregon Harrisburg Pennsylvania Rhode Columbia Carolina Pierre Nashville 
Tennessee Austin Texas Utah Montpelier Vermont Richmond Virginia Olympia 
Washington Charleston Madison Wisconsin Cheyenne Wyoming Columbia Juan Puerto 
Rico 

Angeles Chicago Francisco Philadelphia Detroit Dallas Houston Nassau Pittsburgh Baltimore 
Minneapolis Newark Anaheim Cleveland Diego Miami Seattle Tampa Bernardino Cincinnati 
Milwaukee Portland Orleans Antonio Lauderdale Tucson Memphis Jacksonville Paso Tulsa 
Toledo Oakland Albuquerque Omaha Charlotte Louisville Wichita Birmingham Norfolk 
Corpus Christ! Fresno Rochester Petersburg Akron Jose Ana Shreveport Lexington Yonkers 
Dayton Arlington Vegas Lubbock Huntington Knoxville Riverside Spokane Chattanooga 
Wayne Syracuse Stockton Tacoma Worcester Greensboro Berkeley Cambridge Jolla 

Afghanistan Albania Algeria Andorra Angola Argentina Australia Austria Bahamas Bahrain 
Bangladesh Barbados Belgium Belize Benin Bhutan Bolivia Botswana Brazil Bulgaria 
Burma Burundi Cambodia Cameroon Canada African Chad Chile Colombia Congo Costa 



chapter 10 — l^hrcC processing 



627 



Rica Cuba Cyprus Czechoslovakia Denmark Dominican Ecuador Egypt Salvador Ethiopia 
Fiji Finland France Gabon Gambia Germany Ghana Greece Grenada Guatemala Guinea 
Guyana Haiti Honduras Hungary Iceland India Indonesia Iran Iraq Ireland Israel Italy 
Jamaica japan Jordan Kenya Korea Kuwait Laos Lebanon Lesotho Liberia Libya 
Liechtenstein Luxembourg Madagascar A4alawi Malaysia Maldives Mali Malta Mauritania 
Mauritius Monaco Mongolia Morocco Mozambique Nauru Nepal Netherlands Zealand 
Nicaragua Niger Nigeria Norway Pakistan Panama Paraguay Peru Philippines Poland 
Portugal Qatar Romania Rwanda Marino Saudi Arabia Senegal Sierra Leone Singapore 
Solomon Somalia Africa Spain Sri Lanka Sudan Swaziland Sweden Switzerland Syria 
Taiwan Tanzania Thailand Togo Tonga Trinidad Tobago Tunisia Uganda USSR SSR 
Volta Uruguay Vatican Venezuela Vietnam Samoa Yemen Yugoslavia Zaire Zambia 
Zimbabwe 

Addis Ababa Ahmedabad Alexandria Algiers Amman Amsterdam Ankara Antwerp Athens 
Auckland Baghdad Baku Bandung Bangalore Bangkok Barcelona Barranquilla Beijing 
Beirut Belfast Belgrade Belo Horizonte Berlin Bern Bogotei Bogota Bombay Brisbane 
Brussels Bucharest Budapest Buerx)s Aires Cairo Calcutta Calgary Cali Canton Caracas 
Casablanca Chittagong Chongqing Cologne Copenhagen Cordoba Cuenca Dacca 
Damascus Delhi Dhaka Dnepropetrovsk Donetsk Dresden Dublin DQsseldorf Dusseldorf 
Edinburgh Edmonton Essen Frankfurt Fukuoka Geneva Genoa Glasgow Gorky Guadalajara 
Guayaquil Hague Haifa Hamburg Harbin Havana Helsinki Ho Chi Minh Hyderabad 
Ibadan Istanbul Jakarta Jerusalem Johannesburg Kanpur Karachi Kharkov Kiev Kinshasa 
Kobe Kuala Lumpur Kuilbyshev Lagos Lahore Paz Lausanne Leipzig Leningrad Liege 
Lima Lisbon Liverpool L6dz Lodz London Lyons Madras Madrid Managua Manchester 
Manila Marseilles Mecca Medellin Melbourne Milan Minsk Monterrey Montevideo 
Montreal Moscow Munich Nagoya Nanjing Nantes Naples Novosibirsk Odessa Osaka 
Oslo Ottawa Oxford Palermo Paris Peking Porto Alegre Prague Pusan Pyongyang Quebec 
Quezon Quito Rangoon Recife Rio Janeiro Riyadh Rome Rosario Rotterdam Saigon Jos6 
Santiago Santo Domingo Sao Sao Paulo Sapporo Seoul Seville Shanghai Sheffield Shenyang 
Singapore Sofia Stockholm Stuttgart Surabaja Sverdlovsk Sydney Taipei Tashkent Tbilisi 
Teheran Tel Aviv Tianjin Tokyo Toronto Tripoli Tunis Turin Valparaiso Valencia Vancouver 
Venice Vienna Volgograd Warsaw Wellington Winnipeg Yokohama Zurich 

Aaron Adam Alan Albert Alexander Alfred Alice Alicia Allen Allison Amanda Amber 
Amy Andrea Andrew Andy Angela Angle Ann Anna Anne Annie Anthony Arnie Arnold 
Arthur Artie Ashley Audrey Barbara Barry Beckie Becky Ben Benjamin Benjy Bennie 
Bernard Bernie Beth Betty Beverly Billy Bobby Bobbie Bonnie Bradley Brandi Brandon 
Brenda Brent Brian Bruce Caitlin Candace Candice Carl Carol Carole Carolyn Carrie 
Catherine Cathy Chad Charlie Charles Chelsea Cheryl Chris Christina Christine Christopher 
Christie Christy Corey Cory Courtney Craig Cynthia Dale Dan Dana Daniel Danielle 
Danny Darlene Darryl Dave David Deborah Denise Dennis Derek Derrick Diana Dick 
Don Donald Donna Doris Dorothy Douglas Dustin Earl Ed Eddie Edith Edward Edwin 
Elaine Eleanor Elizabeth Emily Eric Erica Erin Ernest Esther Ethel Eugene Eva Eve Evelyn 
Florence Frarnres Francis Franklin Fred Frederick Gail Gary George Gerald Gerry Glenn 
Gloria Gordon Greg Gregory Harold Harry Harvey Helen Henry Herbert Howard Jackie 
Jacob Jacqueline James Jamie Jane Janet Janice Jared Jason Jean Jeff Jeffrey Jennifer Jenny 
Jeremy Jerome Jerry Jesse Jessica Jessie Jill Jim Jo Joan Joanne Joe John Johnny Jon 
Jonathan Joseph Joshua Josie Joyce Judith Judy Julia Julie Juliet Juliette Justin Karen Karl 
Kate Katherine Kathleen Kathy totie Keith Kelly Ken Kenneth Kevin Kim Kimberly Kristen 
Kristin Kyle Lacey Lakisha Larry Latoya Laura Lauren Lawrence Lenny Leonard Lewis 
Linda Lindsay Lisa Liz Lizzy Lois Lorraine Lou Louie Louis Louise Lori Lynn Lynne 
Maggie Malcolm Mandy Marcia Marc Marcus Margaret Maria Marianne Marie Marilyn 
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Marlon Marjorie Mark Marsha Martha Martin Marty Marvin Mary Malt Matthew Maureen 
Megan Melissa Michael Michelle Mick Mickle Micky Mike Mildred Mollie Molly Monica 
Nancy Natalie Nathan Ned Nicholas Nick Nicole Norma Norman Pamela Patricia Patrick 
Paul Pete Peggy Peter Phil Philip Phillip Phyllis Rachel Ralph Randy Raymond Rebecca 
Renee Ren<5e Rhonda Richard Richie Rick Ricky Rita Robert Roger Ron Ronald Ronnie 
Ronny Ross Russ Russell Ruth Ryan Sally Samantha Samuel Sandra Sarah Scott Sean 
Shane Shannon Sharon Sherry Shirley Stacey Stacy Stanley Slefanie Stephan Stephanie 
Stephen Steve Steven Stewart Stu Stuart Sue Susan Susie Suzanne Suzy Tammy Tara Ted 
Teddy Teri Theodore Theresa Thomas Tiffany Tim Timothy Tina Todd Tom Tommy Tony 
Tracy Travis Tricia Tyler Vic Victoria Virginia Waller Warren Wendy William Yvette 
Zachary 

Smith Johnson Williams Jones Miller Davis Martin Anderson Wilson Harris Harrison 
Taylor Moore Thompson Clark Roberts Robertson Walker Robins Robinson Peters Peterson 
Allen Morris Morrison Wright Nelson Rodriguez Richards Richardson Lee Adams Mitchell 
Phillips Campbell Gonzalez Carter Garcia Evans Turner Collins Parker Edwards 

Macintosh Mac Sony Motorola IBM DEC NEC GE Toshiba Panasonic Toyota Honda 
Acura Nissan Mazda Chevrolet Buick Pontiac Cadillac Oldsmobile Chrysler Plymouth 
jeep Porsche Volkswagen Audi BMW Saab Volvo 




Sigmund Freud Einstein Marx Engels Darwin Plato Socrates Isaac Newton Pascal Kant 
Ludwig Beethoven Johann Sebastian Bach Wolfgang Amadeus Mozart Brahms 
Mendelssohn Corelli Vivaldi Ellington Armstrong Parker Gillespie Collrane Goodman 
Basle Pablo Picasso Orson Welles Humphrey Bogart Marlon Brando Hepburn Ali 
Shakespeare Milton Dickens Orwell Eliot Auden Yeats Whitman Kafka Dante Goethe 
Nietzsche Hugo Shelley Keats Byron Dylan Hemingway Fitzgerald Faulkner Reagan 
Nixon Kennedy Eisenhower Truman Roosevelt Hoover Coolidge Taft Monroe Adams 
Paine Gorbachev Stalin Lenin Mao Winston Churchill Adolph Hitler Napoleon Bonaparte 
Jesus Christ Moses Jehovah Mohammed Allah Buddha Confucius Luther Brahma Vishnu 
Shiva Krishna Rama 



J‘rom the ^uTaint cCip-an coUcction. 
Copyright© 1988-89 by (DubC’CCicl^of twarc Inc. Sill rights reserved. 
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Database basics 



fl database terms 



Strictly speaking, a database is a collection of data and 
the program that creates and handles it is a database 
manager, but in common usage and in this chapter, data- 
base refers to the application and database file or docu- 
ment refers to the information itself. 




esp. for 
beginners 



The three main database terms you need to know are all 
analogous to an index-card system: 

A file is an entire collection of information — it's the box 
you keep the index cards in. 

A record is a grouping of related information, like a 
person's name, address and phone number — it's the 
index card. 

A field is a single item of information in a record, like a 
name or an address — it's a line on the index card. The 
field name is the label you use to refer to the field — First 
Name, Last Name, etc. The field data is the information 
you put in the field — ^John, Smith, 123 Elm St, etc. 

Other basic terms aren't so easily related to a pencil- 
and-paper system, since they take advantage of the 
computer's capabilities: 

• A calculated or computed field is one that contains a 
formula that draws data from other fields in the same 
record. For example, you can have a calculated field 
called Subtotal that totals the numbers in a list of price 
fields and another calculated field called Grandtotal 
that takes the Subtotal and adds sales tax (another 
calculated field) to it. 

• A report is printed information compiled from records in 
the database. This can be a simple list of information, 
like mailing labels, or it can include computations. 

These report calculations differ from calculated fields 
because they gather data from more than one record. 
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bc^nnen 



For example, while a calculated field might total all the 
items on a single invoice, a report might total your sales 
for the month. 

• The meaning oi sorting is pretty obvious — it lets you 
arrange things backwards or forwards alphabetically, 
numerically or chronologically. Most databases let you 
do multi-level sorts, so you might have your customer 
file sorted by zip code, and within each zip code, sorted 
by the customer's last name. 

• Selecting is finding a group of records that match 
certain criteria. For example, you might look for all 
invoices that have outstanding balances more than 60 
days old. Or you might select all customers in Colorado 
with total sales of $500 or more. 

• A multi-user database is one that can be used on a 
network by more than one person at a time (although 
only one person can change a particular record at any 
given time). 



4 Hat-file vs. relational databases 

There are two main types of databases; Hat-file and re- 
lational. The first, which are also known as Hie managers, 
create files that are Independent of one another (some 
examples on the Mac arc FileMaker, Panorama, File and 
Works), while relational databases (4th Dimension, Omnis, 
Double Ilelix) create files that can exchange information 
with each other. 



With a relational database, you might set up three 
Interrelated flies: Invoices, Customers and Inventory. When 
you use the Invoice file to make up an order and enter the 
customer's last name, the rest of the relevant information 
(such as address and phone number) is filled in automati- 
cally, taken from the Customers file. At the same time, the 
Customers file is updated to note the additional purchases 
and the number of each item purchased is subtracted from 
the Inventory file. 
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If you don't need the power of a relational database, ^ 
don't get one, because they're more expensive and much » - 
more difficult to set up. A real relational database Is actually 
a specialized programming environment. It takes hours 
(and hours and hours) of designing and programming to get 
what you need. (And that's not counting the hours — that add 
up to days — that it will take to learn how to use the program.) 



Don't let a program like Double Helix fool you— just 
because it takes a Mac-ish iconic approach to program- 
ming, It's still programming and anything beyond simple 
setups takes specialized skills. If you like buying programs 
that do more than you actually need at the time — giving 
yourself room to grow — then buy a fancier flat-file database. 




important 

warning 



Database programs 



4 FileMaker 

There's no doubt that FileMaker is the fiat-file database 
of choice for Mac users, and it has been for several years. 
Because of its lookup function, which lets data be auto- 
matically entered in a field based on the contents of a field 
in another file, it straddles the fiat-file/relational line just 
well enough to keep its price down and be easy to learn, 
yet still be versatile enough to serve thousands of personal 
and business uses. 

Here's an example of the lookup function: I use FileMaker 
to keep track of all the products I write about in this book. I 
have a separate file that lists all the vendors of those products. 
When I create an entiy for Microsoft File in my Froducts file, I 
put Microsoft in as the vendor. FileMaker looks up Microsoft 
in my Vendors file and fills in the company's address and 
phone number. I don't have to enter that information five 
times for the five Microsoft products I put in the Products file — 
I only had to enter It once in the Vendors file. And 1 don't have 
to look to the Vendors file to get the information I need — it's 
right there in the Products file. 
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very good 
feature 




V\ ^ \ » 

things 
to come 



% 

esp, for^ 

power users 



Why Isn't this relational? Mostly because the Information 
can only be pulled Into, not sent out of, the active File. For 
example. If I rate Microsoft File software as only OK on a 
scale of Poor to Great, there's no way 1 can enter that rating 
In the Products file and have It sent to the Vendors File. 

FileMaker provides terrific touches like pop>-up scrolling 
lists for fast data enby. You can also create dozens of 
different views for each file and make simple scripts that, 
accessed from a special menu, automate such operations 
as switching to a different view, sorting or searching for 
specific records, and printing. 

FileMaker also has some glaring design problems. For 
example. In the Define Fields dialog box, fields are listed in 
order of creation and you can't change that order. When 
you have a lot of fields, this can make the one you're 
looking for hard to find. This Is annoying In a $300 product. 

Still, unless you need a relational database, FileMaker Is 
the one to get — at least as 1 write this. It is. By the time you 
read this, you'll have to take a close look at FileMaker's 
upgrade, FileMaker Pro, and compare It to the new low-end 
database manager from Acius (the developers of 4th Di- 
mension), which should also be out by then. (I thought 
they should call It 2nd Dimension, but they called it Fiie 
Force instead.) 

4 4th Dimension 

Ah, 4th Dimension! Promise and potential stunted by 
lack of speed, miserable documentation and all-round dis- 
ease of use. But that was the first version, and now there's 
2.0, with more than reasonable speed and entirely new 
manuals. They're still pretty daunting, but then they have 
to cover a program that has all the power of the original 
version as well as over 300 new features. 

4th Dimension 2.0 Is easy-to-use on Its basic level. Of 
course. If all you ever need Is the basic level, you don't 
need 4th Dimension. Anything beyond basic Is not for the 
faint-of-heart but If you know some programming (or you're 
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willing to leam), 4th Dimension can be made to do some 
amazing things. For example, you can use it to create 
something that looks like a Macintosh stand-alone appli- 
cation, complete with buttons, checkboxes, scrolling lists 
and popup menus. 

If you're planning to develop specialized databases, 4th 
Dimension is a rich environment to work in. But if you need 
only one specialized database for your business, it will prob- 
ably be more cost-effective to hire an outside 4th Dimension 
consultant to design and program it for you than to invest the 
hours you'll need to leam how to do it yourself. 




very good 
feature 






very 

hot 

Up 



it PBnorBtnSk (John Kadyk/Byron Brown) 

(It seems a little unfair to give Panorama so much more 
ink than other databases we talk about in this chapter, but 
I accidentaily assigned the review to two people and got 
back two good reviews. They come at the program from 
slightly different angles, so here they both are. — Ali) 

JK: Panorama is a single-user, flat-file database with 
lookup capabilities for linking different flies. It offers ex- 
tensive and unusual processing and presentation features, 
including several of its own user-friendly Innovations that 
ease data entry, reporting and form design. 



One example is clairvoyance. This feature reads data as 
it is being typed in and finishes the entry for you when what 
you're typing matches data in existing records. (If clair- 
voyance guesses wrong, you can just continue typing over 
the guess.) You can also set fields for automatic first-letter 
capitalization or a variety of other "smart" default values. 




very good 
feature 



Panorama keeps your entire database file in RAM, which 
makes it very fast but limits the size of your flies to the 
space you have In memory, not on disk. It's even worse 
under MultiFinder, where flies are limited to the application 
memory size you've set for Panorama. 

None of the changes you make to a Panorama file are 
saved to disk until you tell the program to do that. This lets 
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A you change flies and manipulate data, get the reporting 
results you want, then 'revert to saved' with your original 
important ^^^a Unchanged. On the other hand, it means you can lose 
warning g|| work you've done since the last save if your com- 
puter crashes (with programs like FileMaker, that auto- 
matically save eveiytlme you move from one record to the 
next, all you can lose Is your work on the current record). 

Panorama's graphics mode provides advanced 'draw' 
features like magniflcatlon, pixel-accurate drawing and 
cluster resizing (so that you can adjust one field's size and 
other fields will resize and reposition similarly). 'The FlashArt 
feature lets you link graphics to data, allowing different 
records to show different graphics. Panorama's graphic 
cookbook contains a wide selection of icons to Include In 
designing forms. You can even set up buttons right on a 
data entiy form that will execute your own macros. 

Panorama's Interface has many thoughtful touches. For 
example, when you select a draw tool from the tool palette 
in graphics mode, a pop-up title tells you what the tool does. 

very bad One annoyance Is the overuse of submenus. To select 
certain commonly-used features, you have to select an Item 
In one menu, drag across to the menu that pxjps up, select 
another Item, drag across to a second f>o|>up menu and 
then select the feature you wanted. If your arm's vertical 
and horizontal tracking aren't accurate enough, you may 
never get to see, let alone select, the Item you're after. 

Given Panorama's strengths In other areas, 1 was sur- 
prised to find that the Print Preview mode won't tell you 
what page you're looking at, allow you to select a page 
number for display or scroll backwards through pages. 





very good 
feature 



Panorama has made a lot of data processing power acces- 
sible In one application. 'The manual Is thorough, well-written 
and well laid-out ProVue proved very accessible for tech 
support (although the techies varied in their expertise). It's a 
strong rival to FileMaker among flat-file databases. For small 
files on a single Mac, I'd probably choose Panorama for its 
superior reporting, graphics and data manipulation. 
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BB: Panorama's basic file structure is called a data sheet; 
It looks a lot like a spreadsheet, with each record forming 
a row and each field a column (thus the marketing slogan, 
'the database that thinks It's a spreadsheet'). This lets you 
see all your records at once, limited only by the size of your 
screen. As in Excel, the width of the fields can be altered 
simply by clicking on the field name and dragging the 
double-headed arrow left or right. 

I'm presently using Panorama to invoice my customers 
(with three linked files), for my own financial records and 
those of my business, to keep track of book Inventory for a 
small local publisher, and for a department store mailing 
list and mail merge for a local craft business. I love how 
ea^ it is to set up a new database and enter data, especially 
repetitive Items like addresses or financial records. 



Many of Panorama's tools are shown as icons on a 
palette. The top Icon toggles you back and forth between a 
design window and the actual data window. In the design 
window, you can assign each field any of sixteen possible 
characteristics: data type (text, numeric, date, picture), 
number of digits, alignment, etc. 



Clairvoyance (described In the previous entry) is espe- 
cially useful for mailing lists when you have a few ciUes 
repeated over and over again or In financial records when 
you Invoice or pay the same vendors over and over. Mot only 
does it speed entry but It also reduces the chance of 
different spellings of the same name due to retyping. All of 
these features greatly help inputting. I can avoid having to 
use the shift key to capitalize words, select from preset 
values from the keyboard, tab through fields that seldom 
change, have the program fill in repeated names, and so on. 




very good 
feature 



There are excellent and easy methods for creating, 
editing and accessing macros. 'Though the form layout 
could certainly be simpler. It Is effective and, with a little 
patience, you can create some very impressive results. 
You can create simple mall merges within the program but 



1 



very 

hot 

Up 
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vety good 
feature 



I've found combining Panorama with Word works even 
better— exporting fields for a merge is a breeze. 

I've yet to make use of many of the features in this 
program including storing graphics and sound, working 
with charts, doing extensive calculations with various 
summary levels, making cross tabulations, using color, 
etc. But I like Panorama because it gives me what I find 
most useful in a basic database program: transparency in 
constmction with great flexibility and power in operation. 

I like to be able to control the many variables of 
accessing my Information and be able to experiment with 
different approaches and methods and not feel that I'm 
wasting time. Panorama gives me all of this with its speed, 
its reliability, its shortcuts and its ability to undo. Provue's 
customer support is free, and I've found it to be prompt 
and helpful. 

Although Panorama lists for $400, it's generally avail- 
able for significantly less than that. 

I'd strongly recommend this program for anyone look- 
ing for a fast, flexible database to store words, numbers, 
graphics and even sounds. It's simple enough for you to 
grasp immediately what the basic principles are and yet 
powerful enough to let you build quite sophisticated data- 
bases for working with information through the use of 
linked flies, macros, multiple forms, extensive graphic 
capabilities within forms and fast, efficient data storage. 



4 Microsoft File 

I like all of Microsoft's Macintosh programs, except this 
one. It was Innovative (if slow) when it first came out, but 
it's hardly changed over the years. 

veiy b^ Some of Pile's crippling limitations include: only being 

able to open one file at a time; only two views of your data 
in any one file; no search and replace; no special Mac-like 
features like buttons or pop-up fields; and no way to link 
files, even for basic lookup functions. 
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File lists for only $200, but you still probably won't get 
your money's worth from It. 

4 Works' database module 

The database module In Microsoft Works Is usable, but 
It's nothing great. Here are Its major limitations: 

• You're limited to only two views of your data — a 
spreadsheet-like list view and the form you design. 

• Fields can't be any longer than the width of the 
window — no multi-line entries for, say, comments. 

• The draw function you get in the word processor and 
spreadsheet modules isn't available in database module. 

• The Report function has one of the ugliest, most counter- 
intuitive interfaces on the Mac. 

Still, if you only need basic data records and mailing 
labels, the database is functional, and many of its design 
limitations can be overcome by merging the Information 
into the word processor module where you can arrange 
things more attractively and use the draw function to add 
visual interest. 

4 Address Book Plus and Dynodex (chris Mien) 

The purpose of both of these programs Is the same — to 
allow you to manage your address book/phone list on your 
Mac, and to print It out so you can take it anywhere. If you 
want to print to an ImageWriter, choosing between them Is 
simple — only Address Book Plus can handle pin-feed paper. 
Your decision Is also simple if you want double-sided 
pages In your address book (which cuts down on Its 
weight) — only Dynodex can do this. Otherwise, choosing 
between these programs is difficult, 

Dynodex is superbly easy to use, but you're limited to 
its printing formats. On the custom-perforated paper that 
comes with the program, you can print three sheets of 
3.33' X 6.75', sbc-ring paper plus a 1.5' x 3.33' mini 
address book. You can also print a full 8.5' x 1 1 ' page, or 
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two half-page sheets. All three options only allow you four 
lines per record. 

Both programs have desk accessory modules that can 
dial any phone number on your list, but only Dynodex lets 
you edit your address and phone list from the DA. 

Address Book Plus Is much more difficult to use, but 
also more flexible. You can print on all kinds of paper, pin- 
feed or sheet-feed. You get some of the former with the 
program, which comes preset with formats for a variety of 
popular address-book binders. 

Address Book Plus gives you many more options when 
printing — for example, you can choose which fields In a 
record you print — and you can configure it to your own 
page sizes. The software will also print envelopes, labels 
and pin-feed Rolodex cards. 

The custom paper that Dynodex uses Is slick, but refills 
are expensive (25^ a sheet — although you can get six 
pages out of one sheet). You don't have to use custom 
paper for Address Book Plus, although the publisher does 
sell It, Address Book Plus sells for $130 with a leather 
binder and some sample paper, and for $ 1 00 without the 
binder. Dynodex sells for $ 1 00 with some sample paper 
and a six-ring plastic binder. 

# Retriever (ah) 

This desk accessoiy database lets you access data while 
In another application, and is thus an ideal place to keep a 
phone list or the like. Actually, the more I think about it, 
the 4 menu is the right place for lots of database files. 

Retriever gives you all the normal database functions, 
like searching, sorting, selecting, hiding columns and 
printing. The publisher's commitment to this product seems 
genuine; they sent a free "maintenance" update (called 
version 1.01, It fixed a few minor bugs) to all registered 
users Just a few months after the product was released. 
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Retriever only costs $90, but for $130 you can get 
DAtabase (see the next entry) which gives you about ten 
times more functionality. 

# DAtabase 

As its name Implies, DAtabase is a database in the form 
of a desk accessory. It comes with both an application for 
designing and altering databases and a DA for entering and 
retrieving information. You can put pop-up menus in a field, 
use checkboxes for yes/no situations and install external 
commands like a time or date stamp or a phone^lialer. 

DAtabase is almost terrific. Polished and expanded, it 
could rival FileMaker as a stand-alone database. The po- 
tential is there, but the program's not great yet. 

There are minor design annoyances, like having to 
format each field separately for font, size and style. More 
importantly, DAtabase allows only fifty fields in a record — 
and the field count includes any labels you type on the 
screen, DAtabase's printing options are severely limited, 
although you can export information to a "real" database 
for printing. 

4 FOXBASE 2.0 (John Kadyk) 

This dBASE clone works on Macs and PCs, and comes in 
single- and multi-user versions. The Mac version is fast, 
handles relational tasks well and combines the power of 
dBASE with the Mac's user-friendly Interface. 

You can select commands via pull-down menus or type 
them in d la PC. If you open the command window and 
then select commands from the menu, the command 
sequence that's generated appears at the same time in the 
window, where it can be edited, printed or saved as a 
program. This is an excellent way for aspiring dBASE/ 
FoxBASE programmers to learn commands and syntax. 

You can access up to ten files at once in separate 
windows. FoxBASE's "browse" mode lets you resize and 
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reposition fields In relation to one another. The versatile 
FoxReport function uses a graphic interface to create 
reports or labels and lets you execute logical functions that 
relate data from different files. 

Fox Is a powerful, versatile tool for anyone who wants to 
run dBASE applications on the Mac, handle and interrelate 
large files or produce reports requiring complex manipula- 
tlons of data. It's not an entry-level Mac program, though. 
For those who want user-friendliness and don't need a 
programmable relational database, FileMaker is a much 
easier program to learn and use. 



General database tips 



4 plan ahead 

There are two things you should think about when 
you're designing a database — ^what information you need 
stored and how it will be organized or extracted. The first 
question is pretty straightforward but the second may 
require some thought. 

As an obvious example, if you have a vast mailing list 
and want to print labels sorted by zip code, you'll need the 
zip to be In a separate field, not part of a larger address 
field. Or, If you send form letters to clients, you'll want a 
separate field for a title, so the Mr.'s will get Mr., the Ms.'s 
will get Ms. and the Dr.'s will get Dr. in front of their names. 

The opposite holds true as well — ^you don't need a 
separate field for data that's never going to be picked 
apart. 'The list of companies in Appendix B, for example. Is 
from a FileMaker file where the address — ^street, city, state 
and zip — ^are all in one field. 




important 

warning 



# special zip code formatting 

Unless the database you're using lets you specify a 
special type of field for zip codes, make sure you make 
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your zip code fields text and not numeric. A numeric field 
will strip off the leading zero from a zip like 07461 and will 
perform a subtraction on a zip like 07461-8976. 

4 duplicate database dies before working on them 

(Steve Michel) 

It's good practice to keep at least two copies of any ^ 
database file, and three of any active one. But If you're too ^ - ^ 

lazy to do that, at least do yourself the favor of duplicating 
a database file before launching the application to work on 
it. Most databases keep their files on disk, and constantly 
update them while you work. So the file you had on disk 
when you began to work is not the file you'll return to when 
you're done. 

This constant, automatic saving to disk Is a good fea- 
ture, since It means that you don't have to wony about 
losing any appreciable amount of work if the system crashes. 

But If you make some changes you later want to discard, 
you're stuck — unless you made a copy of the file before 
you started (or unless you're using a database like Pan- 
orama, which only saves when you tell it to). 

4 annotating databases (sieve Michei) 

One of the drawbacks of most Mac databases Is that 
they don't give you a good way to document what you're 
doing as you do It. For simple files, this Isn't much of a 
problem. But for more complex ones. It's easy enough to 
forget what a particular report, sort or calculation Is sup- 
posed to do. 1 have one file I use at least three times a 
week, but recently when I went to make some changes to 
It, I lost a couple of hours' work because 1 hadn't made 
extensive notes while I was designing It. 

Keeping notes Is particularly important If you're designing 
an application for someone else to use, even If It's just a 
mailing list. They'll help you to explain It to the person 
using It, and to yourself when you go to modify it weeks or 
months later. 
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It's most convenient to make the notes in a desk 
accessory. I use Mockwrlte or mlniWRITER, which are nice 
text editors. Another good choice is Acta, the outlining 
desk accessory. 

# multilevel sorts 

Some databases only let you sort on a single field at a 
time. If you need a multilevel sort (for example, records 
arranged by zip code, by city within zip code and by iast 
name within cities), just do three sorts in reverse order of 
importance. In other words, in the example above, you'd 
sort first by last name, next by city and last by zip code. ('This 
may not work with ali databases, but it wili with most.) 


1 
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FileMaker tips 

# a larger-type Help file 

The Help file that Claris provides for FileMaker is itself a 
FileMaker file. So once you know how to use FileMaker, 
you can easily change the size of the Help file's window, or 
the size of the text in any of its fields. 


shortcut 


# bypassing the Delete alert 

When you use Delete to remove a record from your file, 
FileMaker asks you if you're sure you want to delete it. This 
is a normal Mac touch — giving you a chance to change your 
mind before an irreversible operation is performed. But if 
vou're sure vou want to delete the record, I option 1 3S HI will 
avoid the dialog box. 


A 

important 

warning 


4 loose fingers sink databases (John nadyk) 

When choosing Delete from the menu, be careful not to 
select Delete Multiple by accident. This an easy way to 
delete your whole file (as we've done). 
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# selecting from a list of values 

When a field is formatted to display a list of values for 
you, you don't have to scroll through the list to find the 
one you want. There are two alternatives. One Is to use 
the (3 and (T] keys to move through the list. The other is to 
start typing the word you want; If it's In the list, it will be 
highlighted. As soon as that happens, you can stop typing 
and hit I Return | — you don't have to finish typing the whole 
name. 

A list of values is only a suggestion list— you can always 
type something else in the field instead, or edit an entiy that 
was made from the list. If you want the field to return to a 
blank state, just select the information in it and hit I Delete I . 

4 default field entries 

The List option lets you pop up a list of suggested 
entries for any field. But let's say you have a field that's 
going to be the same in most records (say, your local area 
code). In that case, use the Auto-enter Data option in the 
Entry Options dialog box. This puts the suggested item in 
the field automatically (you can change it in any record 
where it doesn't apply). 

# to relookup a single record 

When you've changed information in a file that's used 
as a lookup (say, you've updated names and addresses 
that are looked up by your invoicing file), the Reiookup 
command in the Edit menu updates all the records in your 
file. This wastes time when you only need to update the 
record you're looking at. 

To force an update for only the current record, move to 
the field that does the lookup. Make a minor change to it — 
say, add a space and then delete it. When you move out of 
the lookup field, the "new" information in it will force a 
lookup and the rest of the record will be updated. 



shortcut 



shortcut 



shortcut 
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# getting today's date 

FileMaker gives you three ways to Insert today's date: 
you can use I as 1-1 (or the Paste Date command In the edit 
menu) to Insert the current date Into a field, you can type 
today in a formula, or you can type a double slash ( // ) In 
a layout. (You'll always see the double slash on the screen, 
but In Preview mode and In printouts, the current date Is 
substituted). 

But be aware that while both the today and //give you 
dates that change along with the calendar, the date you 
enter with Paste Date Is static — ^so It remains the same as 
the date you first Inserted It, no matter when you subse- 
quently open the file. 

ft resizing in one direction 

To change the size of an object In Layout In only one 
direction (just vertically or Just horizontally), hold down 
I Option I while you drag on the object's handle. 

ft fast Held label styling 

When you use the Text tool In Layout to type field labels 
or enter other text, you'll get the currently selected font, 
size and type style. Don't tediously reset these options; It's 
faster to Just copy and paste an existing label that has the 
settings that you want and then edit It. 

fl overriding grids and magnets 

To move something In Layout without the movement being 
affected by the Grid or the magnetized T-squares, you don't 
have to turn them off— Just hold down ® while dragging. 

ft searching and sorting repeating fields 

FileMaker's special repeating field option (which gives you 
multiple entries In a single field) Is great, but It's sometimes 
also confusing. For example. If you sort by a repeating field, 
only Its first enby Is sorted on. But if you search for something 
in a repeated field, all its lines are searched. 
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tk cancelling repeating fields 

If you change your mind and don't want a field to be a 
repeating field, you don't have to delete it and start all over 
again. Just go to Layout, select the repeating field, choose 
Repeat from the Format menu, and type the number 1 in 
the dialog box that appears. 

fl changed field names In formulas 

If you change the name of one of your fields and It's 
used in a calculation in some other field, you don't have to 
go back and change the name in the formula — it's changed 
automatically. 

4 adding record numbers 

If you use the Auto^nter serial number option when 
you're defining a field, each new record gets a number one 
higher than the previous record. Unfortunately, when you 
import records from another source, numbers aren't as- 
signed in such a serial field — it stays blank. 

If you've imported a few hundred (or more) records, you 
certainly don't want to manually enter numbers for all 
them. Here's the shortcut: 

Use a spreadsheet to create a column of numbers as 
long as you need for your records. (Use 500 rows for 500 
records.) Put a 1 (or whatever your starting number is) in 
the first cell and in the second cell use a formula that adds 
1 to the number in the cell above. Copy this formula down 
through as many rows as you need — ^you'll wind up with 
column of numbers in Increments of one. 

Save the spreadsheet as text and then go back to 
FileMaker. Use the Input From command to insert the list 
of numbers directly into the serial field (make sure you 
specify update existing records Instead of add new records). 
If you care which numbers go Into which records, sort or 
otherwise arrange the records in FileMaker before you do 
the import. 
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Then go to the Autoenter serial number option and set the 
serial number to one greater than the highest serial number 
you imported, so that new records will be numbered correctly. 

4 alphabetizing by last name 

FileMaker lets you alphabetize by last name even when 
you've got both first and last names In a single field. There 
are a few different approaches, depending on the complex- 
ity of your problem-just how many separate words might 
be in the name field, for example. 

In every case, though, you'll be defining a new field — 
Last/Yame— that you'll eventually sort on, LasflYamedoesn'thave 
to be a part of any l^out, so it won't clutter up your screen or 
printout; as long as it exists, you'll be able to sort by IL 

If all your name fields contain just first and last names, 
the Lastname field can contain a simple formula that takes 
the length of the entry in the name field, subtracts from it 
the position of the space, and uses the right function to give 
you all the letters that follow the space: 

LastName= 

right(Name,length(Name)-position(Name," ",1 )) 

You need a more complicated approach when you have 
to deal with the possibility of a three different names 
(maybe a middle name or initial) in the name field. The if 
formula below takes care of that by using nested position 
functions to start the search for a possible second space 
after the position of the first space found: 

if(position(Name," ",position(Name," ",1)+2) >1 
,right(Name, Length (Name)-position (Name," ".position 
(Name," ",1)+2)),right (Name, Length (Name)-position 
(Name," ",!))) 

With this formula, Jones would be extracted from John 
Faui Jones and Fieids from W. C. Fieids. 

4 formatting phone numbers 

Unfortunately, FileMaker can't define a field to contain a 
phone numberformat— (201) 555-1234 or 201/555-1234. 
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But you can "read" the phone number from the field in 
which It's entered, format It the way you want It, and put 
the result In another field. 

First, define a numeric FhoneEnter field. 'Then, no mat- 
ter how the phone number is typed in — ^with or without 
dashes, slashes or parentheses, the field is going to store 
only the digits (20 1 555 1 234, for example), because all the 
non-numeric characters will be stripped out. 
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next, you make another field, ShowFhone, to display the 
phone number. Make it a calculated field and use this 
formula to get the numbers from the PhoneEnter field and 
format them: 



ShowPhone= 

"(" & left(PhoneEnter,3) & ")" & middle(PhoneEnter,4,3) 

& right(PhoneEnter,4) 

This puts parenthesis around the area code and a hyphen 
after the exchange. If you want the area code separated from 
the rest of the number by a slash, use the formula instead: 

left(PhoneEnter,3)&"/"&middle(PhoneEnter,4,3) & 
right(PhoneEnter,4) 

If you want to set up the formula to allow for the 
possibility that some phone numbers will be entered without 
area codes, use an If statement to check the number of 
digits in the PhoneEnter field: 

ShowPhone= 

if(length(PhoneEnter)>9/'(" & left(PhoneEnter,3) & ")" & 
middle(PhoneEnter,4,3) & & 

right(PhoneEnter,4),left(PhoneEnter,3) & & 

right(PhoneEnter,4) 

4 splitting and combining repeating field entries 

This is my favorite FileMaker tip. In fact. It's probably my 

favorite application-specific tip in this whole book. Claris' » 

technical support helped me with a problem I was having 
in a file, and this technique is the result. 
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Here's the problem: you've designed a database with a 
repeating field (s^, for phone numbers— worit, fax and home). 
How you want those three items of information in three 
separate fields. (Or you have the opposite problem: you have 
separate fields that you want combined as entries into a single 
repeating field.) Here's how you handle the first problem: 

First export the information from the repeating field 
into a text file. Use the Output to command in the File menu, 
and click the Text only and Unformatted buttons. Save only 
the information from the Phones field into this export file. 

Hext open the file in Word. You'll see each group of 
phone numbers on its own line, with boxes between the 
phone numbers: 

555-6985D555-872 1 □555-3287 
555-2378D555- 1 2450555-364 1 
555- 1 2860555-349 1 0555-6398 
555-36780555-97430555-93 1 2 

The box is the character that FileMaker uses to separate 
items of Information In repeating fields. Since the Tab 
character is used to separate information in separate fields, 
you have to replace each box with a Tab. But don't do it 
manually — let Word do the work. 

The box character has an ASCII code of 29. Since Word 
can search and replace based on ASCII codes, this is a cinch. 
Use the Replace command and in the Find what box, type ^'29. 
(You get the caret, with I shift 1 6 D . In the Change to box, type 

for I Tab I . Click the Change All button to make the changes. 

Hext save the file. (Since it was a text-only file when you 
opened it. Word defaults to text-only when you save it, 
which is just what you need.) 

How, back to FileMaker. Use the Input from command in 
the File menu and select the text file you altered in Word. 
When the Input dialog box appears, select the three new 
phone fields that you want the Information stored in. Click 
the Text file and Update current records buttons, then click 
Input. (This illustration shows how the dialog box would 
look if these phone fields were the only ones in the file.) 
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Field List Input Order 



Phones 


o 


[ Moue Rll ] 


lllorkPhone 


O 


lllorkPhone 






Fan 




Fan 




i Moue 1 


HomePhone 




HomePhone 














[ Input ] 








o 


( f"” ) 




o 



"Breakup" is a: Use it to: 

<S)TeHt file (tabs) O Hdd neui records 

O BASIC file (commas) (•) Update current records 

O SVLK file 



All the information that used to be in the Phones field is 
now split among the three new fields. 

If you want to take information from separate fields and 
combine them into repeating fields, you do basically the 
same thing, but change all the Tabs that will be in the text 
file into the special code 29 box character. Just reverse the 
information in the Replace dialog box — put in the Find 

what box and -'29 in the Change to. 



Works database tips 

These tips apply to Works 2. Also see pp. 687-88 and 889-95. 



4 date and time 

You can enter the date into any field by pressing r^Tol 
and the time by pressing fWITl . 

4 ditto Helds 



shortcut 



To enter the same information into a field as is in the 
equivalent field in the previous record, just press f^Tn . 
Think of it as ditto ( " ) to make it easier to remember (the 
" is on the same key, but you don't need to use the I shift 1 
key for this command). 



shortcut 



shortcut 
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Remember that If you're using Quote Init, or if you've 
reassigned the quote keys using QuicKeys or some similar 
program, you'll have to turn the curly quotes off for this 
command to work. 

fk computed fields 

If the results of the calculation in a computed field don't 
seem to be turning out the way you expect, you may be 
forgetting something called priority of operations. See the 
entry called that in the spreadsheet chapter. 

(By the way, these are normally called caicuiated fields, 
but Works calls them computed fields.) 

4 back and forth 

To switch back and forth between the Form view and 
the List view, you can do any of the following things: 

• choose the Show List /Show Form command (on the 
Format menu) 

• press r^nn 

• doubleclick in any empty area of the Form window 

• doubleclick in the space in front of a record in the List 
view to go directly to that record in the Form view 

• doubleclick in an empty cell in the List view to go to the 
currently selected record 

4 pasting from the List view 

There's a slightly unexpected result when you copy from 
the database's List view and paste into the word processor 
or spreadsheet, but It's done on purpose and Is very useful. 
The field names will appear at the top of the pasted columns, 
even though you can't select them when copying. 

4 doubleclicking on fields 

In the Form view, fields have two distinct parts: the field 
name and the field data. 
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Doubleclicking in the field name area lets you rename the 
field; it's the same as using the Change Field name command 
on the Edit menu. Doubleclicking in the field data area opens 
the Field Attributes dialog box; it's the same as using the Set 
Field Attributes command on the Format menu. 

in other words: 




Set Field Rtthbutes For LastName 




Type: 


Display: 


Rlign: 


Style: 


® TeHt 


O 


® Left 


□ Bold 


O Numeric 


O TiJHMl 


O Center 


□ Underline 


O Date 


O D»l(»r 


O Right 


□ Commas 


OTime 


O P«r<ent 
O Sn'entf/ic 


[ |Decimal Places 


□ Cornpuled 


□ Shout Day 


( Cancel ] |( OK j| 



# deleting fields 

If you use Cut, Clear or I Delete | when a field is selected, 
the field data, not the field itself, is affected. The only way 
to get rid of a field is by using the Delete Field command (on 
the Edit menu). 

# multilevel sorts 

Works' spreadsheet lets you sort by up to three columns 
at a time but its database ailows only a single-level sort. To 
get a multilevel sort, see the entiy with that title in the 
section above on general database tips, 

ft A is for arrange 

1 86 |sl is for Save, so it can't be for Sort. Works uses i §e |a| 
instead (to remember the command, think of arranging). 
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fl using spreadsheet functions 

Many of the spreadsheet functions can be used in the 
database's computed fields, for example, you can use the 
Average function to construct a formula that averages the 
contents of other fields In the record. The only spreadsheet 
functions that can't be used are the ones that require cell 
ranges in their arguments. 

4 Find Field search order 


A 

important 

warning 


The dialog box that appears when you use the Find Field 
command (on the Organize menu) says 'Tind next Field 
That Contains:" Notice that it says next field. It doesn't start 
with the current field and record, but goes all the way 
through the File, back to the start and down to the current 
field and record, which it searches last. 

4 Find Field and natch Records 

The Find ffe/d command displays a record at a time; the 
Match Records command (also on the Organize menu) 
searches through the entire database and then displays all 
the records that have fields that match the search criteria. 

Neither command Is case-sensitive — that is, they pay no 
attention to upper- and lowercase (search for Mac and you'll 
find mac and MAC as well). Nor do they care about whole 
words (search for Mac and you'll find Mac, Macintosh, ma- 
chine, Machiavellian and stomach). 

4 Record Selection command 

Neither Find Field nor Match Records is field-specific — 
that Is, they'll both find records that contain John no mat- 
ter what field John is In. So you'll get first names of John, 
last names of Johnson, addresses of St. John Street, etc. 

But the Records Selection... command (also on the Or- 
ganize menu) lets you specify which field Works should 
look In. In addition. It lets you decide whether the search 
criteria {John) should be a whole word, part of a word, at 
the beginning of a word or whatever. 
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4 stuck in subfiles 

When you're viewing and/or working with a subfile 
created by the Record SelecUon command, it's hard to tell 
the difference between that subfile and the main "parent" 
file. To find out which you're in, look in the Organize menu, 
if Record Selection is checked, you're working with a subfile; 
if Show All Records is checked, you're not. 

# reports and selections 

If you're working with a subfile created by the Record 
Selection command and you start a new report, the report ^ 
initially includes only that subfile. To include ail the records 'h^ 
in the report, use the Show All Records command (on the 
Organize menu) while the Report window is active. (The 
main database window will continue to display only the 
selected records.) 

If you use the Record Selection command while the 
Report window is active, the selection rules you create 
affect only the report. The main database window is inde- 
pendent of rules you create for a report. 

4 totaling on the first character 

The original version of Works (1.0) had a command in 
its TotalsPage menu named Total- 1st Char Field. The minor 
improvement in Works 2.0 changed it to Take a sub-Total 
on 1st Char, nice try, Microsoft (A for effort, no change in 
the overall grade). 

This command creates subtotals in a report when the 
first character of a field changes instead of when the entire 
field contents change. This means you could do a subtotal 
for a column that contains stock part numbers and have 
the subtotals for all the parts with numbers in the lOO's, 
then those with numbers in the 200's, etc. (Normally 
(without the 1st char option) you'd get a separate subtotal 
eveiy time the field contents changed — so you'd have a 
subtotals for 101, 102, 103 and so on.) 
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fl AISD and OR hierarchy 

When you use multiple selection rules In the Record 
Selection dialog box and you're mixing AMDs and ORs as 
connectors between the rules, you have to be careful how 
you arrange the rules. 

For example. If you're looking for customers who owe 
you more than $200 and also either live out-of-state or 
have owed the money for more than 60 days, you can't use 
the following rules: 

Amount is greater than 200 

AND Invoice Date is less than 10/01/88 

OR State is not equal to NY 

because Works will Interpret them to mean: 

[Amount is greater than $200 AND Date is less than 10/01/88] 
OR 

[State that is not NY] 

In other words, you'll wind up with all the records that 
don't have NY addresses regardless of what the customer 
might owe. 

The AND connector for a rule always takes priority over 
the OR connector in a list of rules. Unfortunately, you can't 
just use parentheses to circumvent this, as you can in a 
spreadsheet or database formula, instead, you'll have to 
redo the rules as follows: 

Amount is greater than 200 

AND Date is less than 1 0/01/88 

OR Amount is greater than 200 

AND State is not equal to NY 

These rules will be Interpreted as: 

[Amount is greater than 200 AND Date is less than 1 0/01/88] 
OR 

[Amount is greater than 200 AND State is not equal to NY] 
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General spreadsheet tips 

4 what's a spreadsheet? 

A spreadsheet Is a grid of cells arranged In rows and 
columns. You put numbers In the cells and have the 
spreadsheet perform mathematical operations on them. 

beginners 

Picture a column that represents your monthly budget 
with a cell each for rent or mortgage, utilities, food and so on. 

Then picture twelve of those columns, one for each month of 
the year, next to each other. A spreadsheet can calculate the 
total for each column — your budget for the month — and/or 
the total for each row— how much you spent (or will spend) in 
a single categoiy for the year. It can also calculate the average 
amount you spent in any categoiy or month. 

Even in this simplest of spreadsheet scenarios, you could 
use the what if capability of a spreadsheet. Change a 
number or two (if I move, my rent goes up, but utilities are 
included in the new rent, so that figure goes down) and see 
what happens to your budget. 

The great strength of spreadsheets is that if you change a 
number in one spot, eveiything that needs to be recalcu- 
lated as a result of that change is done automatically. That's 
what gives the spreadsheet its great power and popularity. feature 

Want to figure out how large a mortgage you can afford at 
a various rates of interest? Or see how much you're really 
paying over the life of that car loan? Would you like an 
electronic checkbook so you can sort things into categories 
for expenditure subtotals? Spreadsheets can do all this. 

Most spreadsheets also contain charting capabilities to 
turn your numbers into pictures, but If you're not in a 
business environment, you'll need minimal charting capa- 
bilities at most. (I find charting very useful for all kinds of 
purposes, not Just business ones. — Afi) 
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4 Excel 

Excel Is fast and handles all sorts of charts. Its macro 
editor not only can speed up repetitive tasks but also turns 
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Excel Into a programming environment where you can design 
spreadsheets for other, less sophisticated users — even add- 
ing dialog boxes to help them out. 

Version 2.2a (the latest as of this writing) includes a 
bewildering number of keyboard commands — but that's 
OK, you oniy have to use the ones you need. The disaj> 
pointment is in how Microsoft chose to implement its key- 
board control of menus (for people who don't want to reach 
for the mouse in the middle of something else). 

Basically, Instead of making Excel on the Mac look like 
Word on the Mac (and other Mac programs), they chose to 
make it look like Excel on the PC — ^so when you activate 
the menu bar (from the keyboard; you don't need to do 
that if you're using the mouse), a letter In each menu title 
Is underlined (File, Edit, Foprwla) to indicate which key 
you use to pop it down. This is both aesthetically and 
philosophically unpleasing. 

Excel is still far and away the most popular of Mac spread- 
sheets, partly because It has a lot of power, and partly just 
because it's been the most popular of Mac spreadsheets for 
a long time and lots of people are used to It. 

it new features of Excel 2.2 

A Microsoft jumped directly from Excel 1 .5 to Excel 2.2 — 
not passing Go but collecting well over $200. Excel 2.2 
unponant has everything 1 .5 had and then some; just the 

warning updated manual pages in the reference section fill the 
original binder to overflowing. (But make sure you get 2.2a; 
it fixes some sixteen bugs that were in 2.2. — AH] 

Here are some of 2.2's features: 

• You can change the font, size and style of individual cells. 

vc^giMd • You can change the height of rows. 

• You can control everything — menus, dialog boxes, cell 
outlines, number formatting (and on and on) — from the 
keyboard. 
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• There's a status bar at the bottom of the screen that keeps 
you posted as to what's going on; it says ready when it's 
waiting for you to do something and it functions as an 
automatic help screen too. It describes more fully what, 
say, the menu command you're pausing on will do. (You 
can turn this status bar off, and you'll probably want to if 
you're working on a small screen.) 

• A separate window is available for each cell into which 
you can type notes (an explanation of how a convoluted 
formula works, for example). The notes don't print when 
you print the spreadsheet (unless you want them to). 

• 2.2 has nearly 200 more macro functions than 1 .5. 

• The Excel Startup document is a new feature; if you put it 
in the system folder, it opens automatically when you 
launch Excel. (There's a tip on it in the Excel tips section 
below.) 

• The Info window displays information about the currently 
selected cell. It lets you see the cell's name, its contents (in 
both formula and value views) and its notes all at the same 
time. 

4 Wingz 

Wingz (from Informix) is another major contender in the 
Mac spreadsheet marketplace. It survived nearly two years 
of prerelease hype that Included spaceships, giveaways 
and Leonard lilmoy hawking it on videotapes. 

Wingz has two things that are better than what you'll 
find In Excel: a scripting language that lets you develop 
customized applications, and powerful charting capabili- 
ties — ^3D charts, for example. This power, of course, comes 
at a price — the scripting requires more programming ability 
of you than Excel's macros, and the charts, though easy to 
set up, draw pretty slowly on the screen. (Although Wingz is 
a speed demon on spreadsheet calculations.) 

Because Wingz' charts are one of Its most powerful fea- 
tures, Informix has been pushing the program as a tool for 
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presentations — they probably encounter fewer head-to-head 
comparisons with Excel that way. 

Wlngz costs $400, and may be worth it if you need su- 
per-duper charts. (But for another reason why it may not 
be, see Arthur's quick take on Wlngz on page 38.) Excel is 
easier to use for basic functions, and it's spawned so many 
consultants, support products and user groups that you'll 
always have someplace to turn for help. Full Impact, MacCalc 
and even Works are also worth considering, so read on. 




very good 
feature 



# Full Impact (An) 

Full Impact 2.0 (from Ashton-Tate) doesn't make the 
same mistake that Wlngz did (see page 38) — that is, it rec- 
ognizes the existence of Excel and lets you import your 
existing Excel spreadsheets without making you jump 
through hoops to do it. I did Just that and played with Full 
Impact for a bit. It's similar enough to Excel (and to the 
standard Mac interface) to make it virtually effortless to 
learn; there's a lot of new power as well, but it all seems 
very intuitive and easy to Figure out. 

Full Impact has some commands that I've been dying for 
in Excel ever since I started using it — I se 1B| boldfaces the 
contents of a cell and 1 3fi 1 1 1 italicizes them. Instead of Excel's 
primitive, clunky cell borders, it has a full-bore drawing function 
with lines, rectangles, rounded rectangles, ovals, etc. 




very good 
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Like Wingz, Full Impact has 3D graphs. It has customizable 
icon bars on which you can put commonly used functions, so 
you can get to them with just one click. It lets you integrate 
data, charts, text, drawings and graphics all in one document. 

The manual looks good, and even seems to have a decent 
index! Unfortunately, as is the case with many manuals, it 
smells — I mean, literally. I don't know if it's the vinyl cover or 
the ink they used, but I can't bend over it for more than a few 
seconds without getting a slight headache. If it weren't for 
that, I would have already used Full Impact a lot more, 

I'm putting the manual out in the sun a lot, and when the 
smell is gone. I'll spend some more time with the program and 
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give you an updated report. But from my first glance, it 
looks like it might be a winner. 

4 Works' spreadsheet module 

The spreadsheet module in Microsoft Works is all most 
people need for their personal work; it's even enough for 
most business tasks. It has over a million cells (you'll use a 
lot since you can't link separate spreadsheets) and all the 
basic mathematical, statistical and Financial functions. It 
lets you format cells various ways, has cell notes, and even 
provides basic charting. 

The most frustrating lack is its inability to handle text. 
You can enter text, but you can't manipulate it at all — there 
are no text functions. In fact, the spreadsheet considers a 
cell with text in it a blank cell — so you can't even write a 
formula that says if the contents of cell C34 is “yes" then.... 



4 MacCalc 



This gem of a program fills the bill for lots of personal 
spreadsheet users. It has no charting capabilities and is small 
(999 rows by 124 columns) compared to Excel, Wingz and 
Full Impact, but it's incredibly fast. It lets you assign differ- 
ent fonts and styles to cells and even has cell notes. All this 
for just $140. If you need a basic spreadsheet program but 
have no use for Works' other modules, MacCalc is the answer. 




4 1 01 Macros for Excel (Sieve Schwartz) 



If you don't have the time or patience to learn how to 
create macros for yourself, you can buy canned macros (sort 
of like clip art for a spreadsheet). Individual Software's 101 
Macros for Excel range from the simple and obvious (removing 
all borders, or removing the outline from a selection) to the 
interesting (charting a biorhythm or creating a recalculation 
timer) to the supremely useful (creating a new database or 
defining hot spots). All in all, they can vastly simplify your 
day-to-day work with Excel. 
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Each of these macros can be executed in two or three 
different ways. First of all, they can be accessed the way 
any Excel macro can, with the Run... command on Excel's 
Macro menu. Secondly, almost half of them can also be 
called up with a preassigned I option I ae I combination. 

Finally, you can run the Macro Launcher (itself one of 
the 101 macros) by pressing [ option f^ . This produces the 
dialog box below. Each macro has a short name (one to 
three characters long); you simply type it into the dialog 
box to run the macro. (The one In the illustration, tg, toggles 
grid lines on and off.) 



101 Macros 



Enter macro short name and 
Return (or OK) 

[ Cancel ] 



tg 




101 Macros for Excel gives you a quick reference guide 
that lists each macro's I Option 1 36 1 key and its short name. If 
the manual's not handy, there's even a macro that will 
recreate this list for you as an Excel worksheet. 

The excellent manual keeps things simple by describing 
each macro in the same, organized manner. Since each 
macro description is completely self-contained, after read- 
ing the first four chapters of the manual (37 pages), you 
can skip immediately to the macros that interest you. A few 
of my personal favorites swap two columns (or two rows), 
toggle between two hot spots, save all worksheets and 
change zeros to blanks. 

Admittedly, several of the macros — most of those for for- 
matting, alignment and borders, for example — could easily 
be created using Excel's macro recorder. Others, however, 
would require fairly sophisticated macro programming skills. 
So even if you're a macro hot-shot, this package will save 
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you an enormous amount of work — both in programming 
effort and in efficiency gained from using the macros. After 
all, why reinvent the wheel simply because you can? 

If you're a macro novice, a careful examination of these 
macros may be all you need to push you into the ranks of 
those who "buiid their own." What better piace to start than 
with 101 carefully debugged and commented examples? 
But whether or not you ever write a macro of your own, this 
excellent package adds enough functionality to Excel to 
justify its purchase by virtually any user. 

4 Excellence and Cobb Group books (Am 

Getting the most out of Excel takes a lot of advice and one 
way to get it is by subscribing to Excellence, a journal of Excel 
tips and tricks published by the Cobb Group, it costs $50 a 
year so you'll only want to do that if you make fairly extensive 
use of Excel; if you do. Excellence should be a real help. The 
Cobb Group also publishes as number of books on Excel. 



General spreadsheet tips 

4 printing large worksheets (oc/Aii) 

When you're printing a very large spreadsheet, use forced 
page breaks to divide it into sections of related data, rather 
than just letting the program insert page breaks arbitrarily. 
This makes the printout easier to read, since logically re- 
lated information is grouped together on the same page, 
without irrelevant information to distract you. 

This approach also lets you print out selected portions 
of the spreadsheet simply by specifying the pages you want 
in the Print dialog box. In Excel, you do that with the Set Print 
Area command, (To remove a print area you've set up, 
choose Define names from the Formula menu and delete 
Print_Area.) in Works, you simply select an area before you 
print, and only it Is printed. 
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4 displayed vs. stored numbers 

In a spreadsheet, the format you set for numbers only 
affects how they appear, not their actual stored values. If 
the number In a cell is 1 .457 and you've formatted the cell 
for two decimal places, you'll see 1.45 or 1.46 — ^some 
spreadsheets truncate numbers and some round them. In 
either case, the spreadsheet remembers that the number 
you entered in the cell is actually 1,457 and uses that 
number in any calculation. 

This can lead to some confusion. For example, you might 
have the numbers 1 .23, 9,18 and 8.32 in three cells, which 
add up to 18.73, If you've formatted all four cells for no 
decimal places, what you'll see is 1 + 9 + 8 = 1 9. Remember 
this when you see calculations that don't seem to be coming 
out right 

# turn off curly quotes 

If you use a utility like Quote Init or SmartKeys to auto- 
matically substitute curly quotes for straight quotes, turn it 
off when you're working in a spreadsheet. Spreadsheets 
accept only straight quotes in formulas. 

4 save time with Manual Calculation 

Since the automatic calculation mode in most spread- 
sheets recalculates the entire spreadsheet each time you 
change an entry (or create a new one), it can waste a lot of 
time. The shortcut? Switch to manual calculation, make all 
your changes, then either manually calculate the spread- 
sheet or turn automatic calculation back on. 

This isn't always necessary in Excel, since it only recal- 
culates the necessary parts of the spreadsheet — but if you're 
working in cells that are part of a large calculation (involv- 
ing many other cells or linked worksheets), using manual 
calculation still speeds things up, 

# relative vs. absolute cell references 

When you refer to a cell in a formula, the spreadsheet 
thinks of it relatively— that is, as the cell that's three columns 
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to the left and two rows above this cell (or wherever it is). This 
is so the formula will still work if you copy it to a new cell (a 
sum, for example, will add up the cells above it, rather than 
the cells above the cell where the formula was copied from). 




esp. for 
beginners 



Sometimes, though, you don't want cell references to 
change when you move a formula — you want them to be 
identified by their actual, abso7ufe locations (Al, 4r or what- 
ever), To do that, put dollar signs before both the column and 
the row — for example, $4$F. You can also make just the col- 
umn, or just the row, absolute — for example, A$2 or $B14. 



You can type the dollar signs in yourself, but most pro- 
grams also have a command that does it. In Works, it's the 
Absolute Cell Ref command in the Edit menu; in Excel, it's 
the Reference command in the Formula menu. 



# priority of operations 

When you create a formula for a spreadsheet cell, you 
have to be careful how you arrange the mathematical op- 
erations, Some operations have a higher priority than oth- 
ers, and are performed first no matter where they are In the 
formula. If there are multiple operations of equal priority, 
they're performed left to right. 

5+3+2 is a simple example. Because all the operations 
are additions and are thus of equal priority, the calculation 
is done from left to right, and the result is 10. Addition and 
subtraction are also of equal priority, so 5-3+2 is also cal- 
culated left to right, with the result being 4 (if it were calcu- 
lated right to left, the result would be zero). 

Multiplication and division are of equal priority to each 
other but are of higher priority than addition or subtrac- 
tion, So 5+3*2 gives you a result of 1 1, not 16, because 
the multiplication is performed before the addition. 

You can circumvent the natural priorities by using pa- 
rentheses: operations within parentheses take priority over 
everything else. So if you change the last example to 
(5+3)*2, the result is 16. 
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As with other equal-priority operations, if you have mul- 
tiple parenthetical operations, they're performed left to right. 
If you have nested parentheses, the innermost parentheti- 
cal operations are done first. 

It works like this: 






very 

hot 

tip 



^ /nnemosf parentheses 
ma/t/p//cat/on On parens) 
parentheses 
cf/v/s/on 

V 



5 (10 + ( 6 - 1 ) * 4 ) / 2 ^ 

Lp 

5 + (10 + 5 * 4 ) / 2 

V 

5 + (10 + 20 ) / 2 
5 + 30/2 
5 + 15 

v-* 

20 



# freezing numbers 

Let's say you've created a spreadsheet to take care of 
your checkbook. Instead of typing in every check number, 
you've created a formula that adds 1 to the value in the cell 
above and then copied it down a column. That works fine 
until you have a break in the series (for a deposit, maybe) or 
until you do some sorting (to pull out certain expenses, say). 

The solution isn't to type in the check numbers one at a 
time; a computer is supposed to save you time. The solution 
is to freeze the numbers after the formula has created them. 



To do that, select and cut the cells that contain the 
check numbers, click in the cell where you want them to 
begin (which can be the same place you just cut them 
from) and then choose the Paste option that lets you paste 
only the values in the Clipboard instead of the formulas. In 
Excel, use the Faste Special command in the Edit menu. In 
Works, it's the Faste with Options command. 
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Excel tips 

These tips work with version 2.2, and many work with version 
1.5 as well. (Most will probably work with the next version too.) 
Marty Sobin and Bob Umlas contributed many of the entries in 
this section. If you want to hire an expert Excel consultant, you'll 
find their contact information in Appendix B. 

4 learning Excel (aiv 

Sharon says Excel's manuals have improved, but I still 
find them so frustrating that 1 seldom use them. The 
program's help screens are pretty good, however, so you 
can turn to them instead of to the manual. You still may 
have to look things up in the manual, but the less time you 
spend with it, the happier you'll be. 

4 short and full menus (Marty sobin) 

Both Excel and Word allow their menus to be modified, 
creating a common confusion for beginners — missing menu 
commands. Excel's Short menus command (in the Option 
menu) removes commands that are less often used from 
menus, while the Full menus command restores them all. 

4 selecting the whole spreadsheet (oc/An) 

To select the whole spreadsheet, click in the box in the 
extreme upper left corner — that is, above the number 1 and 
to the left of the letter A. 

4 selecting a cell range with Go To (Marty sotin) 

The standard way of selecting a group of cells is to drag 
through them, or to click at one comer and [ Shift k lick at the 
other. But here's another, more elegant way: use the Go To 
command and type a range of cells (B3:D1 0, say) in the dialog box. 
When you click OK all the cells in the range will be selected. 

4 the Go Back command (Bob umias/szA) 

The Go To command will take you back to the cell you 
came from (assuming you used it to go to a single cell and 
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not to select a range of them, as in the previous entry). Just 
choose Go To again, and the diaiog box wiil suggest the 
ceil you were last in as a destination. Just press I Return] or 
[Enter] and you'll be moved right back to where you started. 
You don't have to wait for a dialog box to appear; just type 

I §§ fol , [Return] . 

II selecting noncontiguous cells 

Excel lets you select noncontiguous cells or groups of 
cells (that is, ones that don't touch each other). Just hold 
down while you click in or drag through cells in differ- 
ent parts of the spreadsheet. Each f^click adds the cur- 
rent cell choice to the selection but, unlike Isnin] , It ignores 
the ceils in between. 

The Select Special command also lets you select 
noncontiguous cells, but only in categories like all the cells 
with formulas or all the blank cells. 

4 localized scrolling 

Excel's default is to scroll you through just the part of 
the spreadsheet you 're using, instead of through the whole 
thing. So if your last entry is in row 1 00, putting the vertical 
scroll box in the middle of the scroll bar will put you in row 
50, not row 8192 (it works the same way for columns). 

To supersede localized scrolling and get the scroll box 
and scroll bar to represent the entire (possible) spread- 
sheet — all 4.2 million cells of it — hold {Shift [ while you drag 
the box or click in the bar. 

4 cycling through opened worksheets (Matty sobin) 

You don't have to select a window's name from the 
Windows menu to activate it. neTO takes you to the next 
window in the stack of worksheets you have open, and 
[Shift] 36 [M l takes you to the previous one. 
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4 the Close All command 

In Excel 1 .5, there was a Close All command on the File 
menu. To get that command In Excel 2.2, hold I Shift I down 
before opening the menu. 

4 the uses of cell protection (dc/ah/sza) 

If you're designing a worksheet that will require the re- 
peated input of vaiying data, you'll want to protect the cells ^ 
that contain text or formulas so they don't get accidentally 
changed during the data-entry process. Here's how to do that: 

With the document unprotected, select the cells where 
the data is to be entered. Use the Cell Protection command 
(on the Format menu) to unlock them. Then choose Protect 
Document from the Options menu. This will lock all the 
cells that have not been selected. 

It will also let you (or the person you design the worksheet 
for) jump directly to cells that need input by using |Tab| or 
[Return) . Once the document is protected, only the unpro- 
tected cells can be used — and the normal methods of mov- 
ing from one cell to another in the spreadsheet (like [Tab) and 
I Return! ) will move you from one unprotected cell to another. 



4 shortcuts for row and column insertion 



You don't have to use the Insert command to insert a 
row or column into your worksheet — you can do it with the 
mouse. I Option l -click inserts an empty row above the row 
number you click on, or an empty column to the left of the 
column letter you click on. If you I Option l -click in a cell, a row 
is inserted above that cell. 



shortcut 



4 swapping rows or columns (Bob umias/szA) 

Here's a nifty way to swap rows or columns without hav- 
ing to cut and paste (this example assumes you're swapping 
columns, but the same concept applies to rows): 

To swap equal sections of columns A and B (five rows, 
say), type a 2 in the cell below the column A section and a 
1 in the cell below the column B section. Select those rows 
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in both columns — including the celis that you just put the 1 
and 2 into — ^and choose Sort from the Data menu. In the 
Sort dialog box, click the Columns button and type the name 
of the cell that you typed the 1 in, (In this example, it would 
be B6, and since you should use absolute referencing, 
you'd type $B$6 — except that you'll find that's the sug- 
gested ceil anyway and you won't have to type it in at all,) 

Excel sorts the two columns, putting the one with the 1 
in it (column B) before the one with the 2 in it (column A), 
(Mote that relative cell references in formulas aren't re- 
tained when you do this kind of swapping,) 

fk opening hidden columns 

When you've hidden a column in the worksheet, you 
can drag it open again with the mouse. When you position 
the pointer over the dividing line between column head- 
ings (A, B, etc.), it changes to a thick vertical line with ar- 
rows pointing right and left. (You don't have to be very 
precise — ^you'll get this pointer as long as you're within 
about an eighth of an inch of the dividing line.) 

When there's a hidden column, dragging on the divider 
line itself or in the sensitive area immediately to its left 
adjusts the column you can see. Dragging from the area 
immediately to the right of the dividing line, though, opens 
up the hidden column. 

^ Start here for tbis-^ 
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fk outlining cells (An/szA) 

Although it's right there in the Border dialog box (on the 
Format menu), many Excel users don't realize that they 
can outline a cell they've selected simply by clicking on 
Outline. This is a lot easier than clicking on Left, Top, Right 
and Bottom all the time. 

If you're working with a group of selected cells, Outiine 
borders the group as a whole. There's even a keyboard 
command for outlining a cell or group: 1 38 1 option!^ . 

4 seeing the borders (An) 

Sometimes it's hard to see what borders you've drawn 
in an Excel spreadsheet. An easy and fast way to make 
them more visible is simply to select the area you're inter- 
ested in; the borders show up much more prominently 
when they're white against a black background. 

4 the Copy Picture command (dc) 

There's a hidden command on Excel's Edit menu called 
Copy Picture; to make it visible, hold down the I Shift I key when 
you pop down the menu. This will copy the selected por- 
tion of the worksheet (along with the relevant row and 
column headings), in PICT format, to the Clipboard, You 
can then paste the selection into a draw program (to ma- 
nipulate the parts of it individually) or into an application 
like PageMaker (which lets you stretch or shrink it). 

# copying down contents vs. values (Bob umias/szA) 

r^~m copies the contents of the cell above into the 
current cell. Ishitti §g IM copies just the vaiue of the cell above. 
So if the cell above contains =$C$4/3 with a result of 27, 
copies =$C$4/3 to the current cell, while [ Shut I §e Fi) 
copies only 27, 

4 paste shortcut 

If you've just cut or copied a cell (or range of cells) or 
copied data from a chart, pressing lEnterl will paste the 
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Clipboard contents into the cell(s) you've clicked in. But, 
unlike an ordinary Paste operation, this! Enter i-Paste cancels 
the marquee around the original cells and also empties the 
Clipboard — ^so you can't do multiple pastes. 

ft the Fill alignment (Manysobin) 

There's a special option in the Alignment dialog box called 
rill— it takes the contents of a cell and repeats across the 
cell's width, no matter how wide you make the column the 
cell is in. 

When you put a dash or an asterisk or some other special 
character In a cell, the FW command makes special breaks 
between rows to separate sections of the spreadsheet — or 
just something as simple as an underline beneath a column 
of numbers that will stretch the width of the column. 


1 

very 

hot 

tip 


ft Fill Up and Fill Left 

The Fill Down and Fill Right commands duplicate the 
contents of the first cell in all the selected cells. When you 
want to fill up, or to the left, hold (snin) before you open the 
Edit menu and the commands will read Fill Up and Fill Left. 

You can also fill in a selected area in any direction — 
even in more than one direction at once. Just select the 
cells you want the duplicated information in, type the infor- 
mation in the entry bar and press [optioni Enter]. What you 
typed will appear in all the selected cells. 

If there's already data in any of those cells, you won't get 
any warning that you're about to replace it — but you can undo 
the maneuver with 1 88 1 z], if you realize your mistake in time. 

ft usina fxTW for Clear (Matty sobin) 

When you choose C/ear from the Edit menu, you have 
four ways to clear the selected cells: All, Formats, Formu- 
las or notes. When you use the [ 88 1b| keyboard equivalent, 
though, the options dialog box doesn't appear and you 
don't get a choice — the contents of the cell disappear but 
the formatting and cell notes remain. 
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4 importing worksheets from large-screen Macs (oc/Ati) 

If you import an Excel document created on a Mac with an 
external monitor to a Mac with a 9" screen, the spreadsheet's 
window will probably be larger than the screen, and you won't 
be able to resize it, because the size box wiil be off the screen. 
The solution is simple: just doubleclick on the title bar and the 
window will automatically resize to fit the Mac's screen. 

4 previews of printouts (ah) 

One of Excel's nicer features is the ability to preview on 
the screen what printouts will look like on paper (by check- 
ing the Preview box in the Print dialog box). The text in the 
Preview window is too small to read (unless you're using 
giant type) but you can zoom in on any part of it by clicking 
with the magnifying-glass pointer. You can move around 
while zoomed in by using the scroll bars. Click again and 
you're back at the overall view of the page. 



4 doubleclicking on radio buttons (mnysobin) 

Doubleclicking on a radio button does the same thing 
as selecting it and then clicking an OK button. And just as 
you can click a button from the keyboard by typing the first 
letter of its name, you can also doubleclick it with the key. 



For example, this is the small dialog box that you get 
when you start a new worksheet: 









Neat 


(( OX )1 




<S> IKorksheet 






O Chart 


( Cancel 




O Macro Sheet 









Instead of reaching for the mouse, clicking the Macro 
Sheet button and then clicking OK, you cam just hit0®. This 
means you can start a new Macro Sheet with the following 
series of keystrokes: 
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0, 0, I Return I 
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You don't have to wait for the dialog box to open; in fact 
if you type at a reasonable speed, you'll never even see the 
dialog box — ^you'll go straight to the new Macro Sheet 

4 the Repeat command (Bob umias/szA) 

1 86 |Yl repeats the last thing you did. This is especially 
useful for repeating a dialog box action without having to 
open the dialog box again. If you've just protected a cell by 
making it locked and hidden, for example, you can click on 
another cell and press f¥TYl to lock and hide it too. 

il autonaming cells 

When you use the Define /Yame command. Excel suggests 
as the name the text in the cell to the left of the cell being 
named — ^which is where you'd normally type a label. So after 
you've typed a label, simply tab right to the next cell, press 
r^TLl and then I Return I (which confirms the suggested text). 

You can use this same technique to autoname a whole 
column of cells. Just type their labels in the column to the 
left, select the next column of cells to the right and press 
r^m and then I Return I . 

# time and date functions (oc/rokko du cioux) 

Use the noW( ) function to retrieve the current date and 
time from the system clock and enter it into a formula as a 
serial number. Use the following functions to convert the 
serial number to the format you need: 

DAY 

WEEKDAY 

HOUR 

MINUTE 

MONTH 

YEAR 

For example, the formula =FORMULA("=HOUR(NOW())") 
gives you the current hour. 

You choose how the date or time appears. For example, 
if you specify m/d/yyyy (with the number... command on 
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the Format menu), you'll get it in this form: 5/1 2/1 989. If you 
specify dddd, you'll get just the day of the week. Mmmm will 
give you the month written out in fuli and hh:mm am/pm 
the time in this form: 22:01 pm. 

# formula bar activation (Bob umias/szA) 

Little things mean a lot. One of Excel's little things is 
(ITTuI , which activates the formula bar and places the in- 
sertion point at the end of the data there. No more reach- 
ing for the mouse (uniess, of course, you'd rather). 

4 cancelling changes in the formula bar (Manysobin) 

There are three ways to cancel any change in the for- 
mula bar: 

• Click the Cancel icon (the X in the box to the left of the 
formula bar) 

• Press furn 

• Press I Esc I 

# escaping from cells with invalid formulas (dc) 

Excel won't let you close a cell until the formula in it 
meets the program's formatting rules. You'll keep getting a 
message that says your formula is wrong and you'll be put 
right back in that cell. This can be maddening when you're 
working on a complex formula and can't seem to get it right. 

To escape, just remove the = (equal sign) at the begin- 
ning of the formula. Excel will now treat the entry as text 
and thus won't analyze it for correctness, allowing you to 
move on to another cell. After a little while away from the 
troublesome formula, you may be able to go back to it and 
spot your mistake. 

4 calculating part of a formula (mnysobin) 

You can calculate part of a formula in the formula bar by 
selecting the part you're interested in and hitting ! 88 1 = | . The se>- 
lected part of the formula is immediately converted to a value: 
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= SUM(B1:B12)/12 



SUM(B1:B12) 



=172/12 

If you want the value to stay, hit I Return I , or edit it further 
first. If you wanted only a sneak preview of that part of the 
formula, cancel the calculation before you do anything else, 
and it will return to its original state. 

4 the Calculate Document command (Bob umias/szA) 

When you use the Calculate now command, all open 
worksheets are recalculated. To save time when you have 
several worksheets open, hold [shift] before you open the 
Options menu; this changes the Calculate /Yow command 
to Calculate Document, which recalculates only the cur- 
rent worksheet, 

4 counting things (Many sobin) 

The COUriT function merely counts the number of cells in 
a given range that contain numbers. To see how many times 
a specific item appears in a given range, use this formula; 

=SUM(IF(C8:F14="YES",1,0)) 

The number that's returned by this formula tells you 
how many times the number or text (in this example, 
YES) appears, 

4 looking at both values and formulas (Many sobin/szA) 

There are two ways you can view both the formulas in 
your worksheet and the values that result — at the same time! 

One way is to open the Info window and place it next to 
your worksheet. It will display any information you want 
about the current cell In the active worksheet, so set it (in 
the Info menu that appears when the window opens) to 
show both the formula and the value for a cell. Then move 
Around in your worksheet and click on any cell for which 
you want that information. 
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Another way is to use the Mew IWndow command from the 
Windows menu. This opens a second window for the current 
worksheet. You can format one to dispiay formulas and one 
to display values and set them side by side on the screen. 

fl checking the spelling of functions (Matty sobin) 

if you type the name of a function in the formula bar ^ 
rather than using the Paste Function command, you run the ^ 
risk of misspelling the function's name (is it maximum or just 
max?). But you'll know right away if the name is right or not 
if you always use lowercase letters when you type, because 
function names are converted to all caps when you enter a 
formula (so if the lowercase name you typed doesn't co- 
vert to all caps, you'll know you typed it wrong). 

4 paging through notes (Bob umias/szA) 

Here's an easy way to review all the notes in your worksheet 

• Select all the cells in the worksheet that have notes (as 
described in the next entry). 

• Choose Show Info from the Windows menu to open the 
Info window. 

• Choose Arrange All from the Windows menu to tile the 
opened windows, so you can see both your worksheet 
and the Info window. 

• Activate the worksheet window again by clicking in it, 
then use I Enter] to jump from one selected note cell to 
another. 

As you go from cell to cell, the notes you made will be 
displayed in the Info window. 

4 four Notes notes (Bob UmJas/SZA) 

Here are four quick notes about cell notes: 

• You don't have to use the Note command to open the 
Note window for the current cell — just press 

jShlttl 36 |N| . 
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• You can quickly select all the cells in the worksheet that 
have notes by pressing Ishinl ae fo] . 

• When the Notes window is open, you can scroll your 
worksheet in the background — if the insertion point is in 
the Cell text box but not if it's in the Note text box! 

• If you press [Return I while the Notes dialog box is open, 
that closes the box. If you want to move down a line in 
the Note text box, use I Option I Return I . 

4 the Excel Startup document (Bob umias/szA) 

You can create a worksheet that automatically opens 
when Excel is started— just name it Excel Startup and put it 
in the system folder. The best use of this startup document 
is to put all the macros that you use most often in it — ^since 
the worksheet will be open, they'll all be available to you. 

There are two things you can do to make the Startup 
document more convenient for macro storage. First, hide 
it, by choosing Hide from the Windows menu — this keeps 
screen clutter to a minimum. (Excel will Find the macros 
whether the document is hidden or not.) 

Second, keep the Startup document from closing when 
you issue the Close All command. To do that, make it ac- 
tive, choose Protect Document from the Options menu and 
click the Windows button. This takes away the the Startup 
document's close box and keeps the Close All command 
from affecting it, 

4 zooming in and out (sza/dc) 

^ To get an overall picture of a large spreadsheet, use the 

Standard Pont command in the Options menu to change the 
bot font size to 2 or 4 points. You won't be able to work in this 
view, but you can get a good feel for where everything is. 

An even better approach is to build a macro to do that. 
Here's what to use for the zoom-out macro: 



=STANDARD.FONT("Geneva",2) 
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For the zoom-ln macro, simply substitute the font and size 
you normally work in. Put these macros in the Excel Startup 
document (described above) so they'll always be available. 



4 speeding up macros (Matty Sobln/lee tUnde) 

The Echo(ralse) feature greatly speeds up the execution 
of macros (it particularly makes a difference in long ones). 
One of Lee's macros that takes two minutes without 
Echo(False) takes just fifteen seconds with it. (Just put 
Echo(False) at the beginning of the macro.) 

Echo(False) works by turning off screen redrawing. (Be- 
ing able to ignore that saves Excel a lot of time.) By the 
way, you don't need to reset Echo at the end of the macro 
so that screen redrawing will be turned on again; Excel 
does that automatically. 

But if your macro involves several worksheets, there's a 
delay that Echo(False) doesn't prevent: each worksheet is 
activated when it's called and even though the contents of 
the worksheet aren't drawn on the screen, the window it- 
self coming to the top of the pile slows things down. So 
before you run a macro involving a worksheet other than 
the active one, use f1lDE( ) to hide it — and use ACTIVATE( ) 
when you're finished. 



shortcut 



4 references in linked worksheets (Matty sobin) 

If you move the contents of a cell that's referenced in a 
link, the reference won't be followed — that is, if Worksheet 
A references cell A12 in Worksheet B and you move the 
contents of A12 someplace else. Worksheet A is still going 
to look at cell AI2 — and not find anything there (or find 
something it didn't expect). 

If however, you reference a cell by its name (the Define 
name command lets you name it), you can move its con- 
tents around and the linked spreadsheet will find it — be- 
cause a cell's name moves along with Its contents. 
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# circular reference problems (Bob umias/szA) 

When you get a circular reference alert. It's easy to look 
through all the cells that are Involved. Select the problem 
cell(s) (they'll be identified in the alert box), choose the 
Select Special command and click either the Precedents or 
Dependents button (click /^/ /eve/s too). Precedents selects 
all the cells on which the current cell depends; Dependents 
selects all the cells that depend on the current cell. 



Works spreadsheet tips 

These tips apply to Works 2. Tips for Works' other modules 
appear in the appropriate chapters— like word processing and data- 
bases. Tips for general Works use (and using its modules together) 
are in Chapter 1 8. 



4 clicking on the scroll box 

^ A click in the gray area of the scroli bar shifts the contents of 

m ^ the window up or down by one screenful (and moves the scroll 

hot box accordingly). But Works spreadsheets can get so large, 

**** and the scroll box can get so close to the top or bottom of the 

scroll bar, that there's no gray area left for you to click in. 

When that happens, just click in the scroll box itself. If 
it's closer to the top of the scroll bar, it will move up; if it's 
closer to the bottom, it will move down (and the contents 
of the window will move accordingly). This trick also works 
in the word processor module, but it's not often a docu- 
ment gets so long that you need to use it. 



4 two cell-click shortcuts 



shortcut 



You can doubleclick on a cell to open the Set Cell At- 
tributes dialog box instead of choosing that command from 
the menu. But if you want to set attributes for a group of 
selected cells all at once, you'll have to use the menu 
command, because doubleclicking on one of the ceils de- 
selects the rest of the group. 
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Instead of using the Open Cell note command in the Edit 
menu, sometimes it's faster to open the note window for a 
ceii by hoiding while doubleclicking on the celi. 

4 the Paste Function command 

The main advantage to using the Paste Function com- 
mand (on the Edit menu) instead of just typing in the name 
yourself is to make sure it's entered correctly. As an added 
convenience, the equal sign that signifies a formula is also 
typed for you, and the insertion point is placed inside the 
parentheses that foiiow the function name. 



4 sorting 



Sorting in the spreadsheet doesn't work iike sorting in 
the database. In the database, you can select a column to 
sort on in the List view and aii the information in the rows 
(records) stays together. In order for the information to 
stay together in the spreadsheet, however, you have to 
speciFicaiiy select which rows and columns are to be sorted. 
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4 inserting rows and columns 

The Insert command in the Edit menu inserts a new row in 
the spreadsheet if you've clicked on the row's number along 
the left edge of the spreadsheet; It inserts a column if you've 
clicked on a column's letter at the top of the spreadsheet. 
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Mew rows are inserted a/joi/ethe currently selected one; new 
columns are Insetted to the le/t of the selected one. 

If you have a cell or range of cells selected in the spread- 
sheet when you choose Insert, a row is inserted above the 
first cell of the selection. 

4 blank cells 

As far as Works is concerned, any cell that doesn't con- 
tain a number is biank — even if it contains text. So, if you 
use something like the IsBlank function, it wili return a 1 — 
for true ("yes, it's blank") — even if there's text in the cell. 

4 Go To Cell vs. Find Cell 

Both the Go To Cell and Find Cell commands (on the 
Select menu) search for a cell witli contents that match 
what you type in their respective dialog boxes. But only Go 
To Cell lets you type the name of the cell (A1 , say, or VI 2) 
you want to go to. 

The second, more subtle difference between the two 
commands, is that Find Cell seiects the found cell; Go To 
Cell, despite what seems like a direct order, merely makes 
sure that the named cell is visible in the window. It's not 
selected and if the cell Is already displayed on the screen, 
you won't see anything happen at all. 

4 moving cell contents 

You can move the contents of a selected cell by holding 
1 36 1 Option] and clicking in the cell you want the information 
moved to — the data jumps right to the new spot. This works 
with a seiected group of cells too. 

4 the border commands 

If you have only a single cell selected in the spread- 
sheet, using the Outline command in the Borders submenu 
is the same as choosing Left, Right, Top and Bottom one 
after the other. 
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But if you have a group of cells selected, these com- 
mands work a little differently. Outline puts a border around 
the outside edges of the group as a whole; Left, Right, Top 
and Bottom work on each cell in the selection. 

4 the print area 

If you have more than a single cell selected in the 
spreadsheet when you choose the Print command. Works 
assumes you want only the selected area printed, not the 
entire spreadsheet. 

# a Home macro 

Many spreadsheets have a home command that puts you 
back at cell A1 , In the upper left corner of the spreadsheet. 
Works doesn't have this capability built in, but you can 
create a macro to do It for you: 

• Press rieTpl 

• Type A 1 

• Press I Return I 

Works has its own macro editor, but it's pretty lame — 
especially In the limitation on which keys you can store mac- 
ros. But it will perform this macro, and the ones listed below. 

4 activating the Entry bar with a macro 

When you click on a cell or move to it with some key- 
board command, its contents are displayed at the top of 
the screen in the Entry bar. Although they're not highlighted, 
they are selected — if you type anything, it will replace what's 
showing in the bar. If you wemt to add to or edit the con- 
tents of the bar, you have to reach for the mouse — unless 
you make an activate the Entry bar macro. 

To do that, record a click in the far right end of the Entry 
bar. That's it! When you play back the macro, it will acti- 
vate the Entry bar and put the insertion point at the end of 
the data that's there. (The click has to be all the way to the 
right, to make sure it doesn't get Inserted into the middle 
of a formula instead of at its end.) 
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ft cell border macro 

The Outline option for cell borders Is probably the one 
that's used most often — and so It's a likely candidate for a 
macro. Just record the selection of Outline from the Bor- 
der submenu (in the Format menu) and play It back when- 
ever you want a cell outlined. 

4 copying charts 

The charts that Works creates from spreadsheet informa- 
tion can be copied just by choosing Copy from the Edit menu 
when the Chart window is active. You don't have to select the 
chart first (which is good, since there's no way to select It). 

ft exporting charts 

The charts that Works creates are object-oriented. That 
means if you paste them into a graphics application that 
handles objects (like MacDraw or SuperPaint's Draw layer), 
you can edit and move each element separately — change the 
fill patterns, pull out a slice of the pie, move titles around, etc. 
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The rest of these tips for Works' spreadsheet module also apply 
to its database module. 



4 moving around 

There are lots of ways to move around in the spread- 
sheet or in the List view of the database: 



keys 


move vou 


PfablorFri 


right 


[Shift I Tab lor FI 


left 


iReturnlorFl 


down 


[Shift I Return 1 or ft| 


up 


If you select a portion of the grid, your movements will 



be restricted to it. Tor example. If you're at the bottom of 
the selected area and hit I Return I (or 0, you'll be wrapped 
around to the top of the selected area and find yourself in 
the top cell of the leftmost selected column. 



4 entering data 



When you enter information into a database field or a 
spreadsheet cell. It first appears In the text box at the top 
of the screen (which is called the Entry bar). It gets entered 
into the field or cell only when you leave It and move to 
another one (by hitUng I Return | , [Tab] or whatever). 
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4 text entry 

If you want to enter text that begins with a + , - or = , you 
can't just type it in a ceii, since Works will think it's a 
formula. So type a quotation mark — a regular, straight one 
( " ), not a curiy one — first. The quote mark won't appear in 
the cell. Just in the text field at the top of the screen. 

To enter the information without leaving the current field 
or cell, you can hit I Enter! or click on the checkmark icon 
Just to the left of the Entry bar, 

4 using percents 

Both the spreadsheet and the database understand per- 
cent signs. So there's no difference between typing 50% 
and .5 — Works treats them both the same, 

4 too-narrow columns 

Sometimes a column in the spreadsheet or a field in the 
database is too narrow to display its contents. If a database 
field contains text. Works simply displays as much as will fit in 
the space provided. In the spreadsheet, the text will overflow 
into the next cell if it's empty. But if the cell or field contains 
a number, you'll get a string of pound signs (#####), and 
you'll have to widen the column or field to get the number. 

4 dates and serial numbers 

If you enter a date in a spreadsheet cell that's formatted 
for dates, it will always have the year appended to it. If you 
want dates without years, you have to leave the cell format- 
ted as General. But you can't enter a date notation (like 
nov 15, 6/20, or even 12-5) in a General cell without its 
being converted to a "serial" number; one that Works uses 
to calculate the number of days between dates. So if you 
type nov 14, you get 31364 displayed in the cell. 

To get a date that you type displayed as text instead of a 
serial number (If you want to have a date without the year, 
for exampie), first type quote marks ( ” ), then the date. Initial 
quote marks force the cell contents to be treated as text, 
but the quotes themselves aren't displayed in the cell. 
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Graphics programs 



ft kinds of graphics programs (an/sza) 

Graphics programs for the Mac fail into four basic cat- 
egories: 

• Pa/nf programs (like MacPaint) create bit-mapped 
images — that is, ones that are made up of dots. The dot 
is their basic unit, so if you want to move a bit-mapped 
image, you have to encircle all the dots that make it up 
and select them as a group. Bit-mapped images — 
which, on the Mac, are always at a resolution of 72 dots 
per inch — are saved and transferred in pa/nf format (see 
the next entry). 

• Draw programs (like MacDraw) treat each item you 
draw as a discrete object. All you have to do to select 
one is click on it. (On the down side, you can't fine- 
tune an object, removing a dot here and adding one 
there.) High-end draw programs go by the name of 
CAD (computer-aided design), and are sometimes 
specific to a particular profession (for an example, see 
the ArchiCAD entry below). Object-oriented graphics 
are transferred between programs in PICT format. 

• Painl/draw programs (like SuperPaint) create both bit- 
mapped and object-oriented images, placing them on 
different levels (which work like transparent overlays, 
so you can see everything that's on each level). 

• PostScript-based illustration programs (like Freehand 
and Illustrator) create PostScript files that scale perfectly 
to all sizes. They're usually transferred in EPS format. 

In general, bit-mapped images are better suited for artis- 
tic tasks and object-oriented graphics for business applica- 
tions like drafting and diagramming. PostScript images are 
hard-edged like object-oriented graphics but are capable 
of much greater sophistication and subtlety (they still don't 
have that bit-mapped look, though). 

This isn't an either/or proposition, of course. If you do a 
fair amount of graphics work on the Mac, you'll want to 
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have at least a paint/draw program (or separate paint and 
draw programs) and probably also a PostScript-based one. 

One last note: any of these types of programs may or may 
not handle color. If they do, they're often used just for that, 
but some programs — illustrator and FreeHand, for example — 
are commonly used for both color and monochrome work. 
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4 kinds of graphics formats (sza/ah) 

Each kind of Mac graphics program saves its files in its 
own, native format, which may or may not coincide with 
one of the basic file formats used to transfer images from 
one program to another (or even between Macs and other 
kinds of computers). Some programs give you a choice of 
several different formats to save files in, and some also 
recognize many different formats. 

• Paint fi les (MacPaint's native format) are 72-dpi, black-and- 
white-only, bit-mapped images; in addition, the/re limited 
to an 8" by 1 0" page. The file type for paint files is PNTG 
(some utilities let you view and manipulate file types). 

• Like paint files, TIFF files (tagged image file format) are 
bit-mapped, but they can be any size and have any 
resolution (number of dots per inch). TIFF is generally 
used for images created by scanners. (Although it was 
intended to provide a high-resolution bit-mapped 
standard, everybody wanted to improve it — and did, 
in different ways — so the TIFF standard isn't exactly 
standard anymore. Some TIFF images are black-and- 
white only, most support gray scale information and a 
few do color — it all depends on the software that 
creates the image.) 

• PICT files (from picture] are used to transfer the object- 
oriented graphics created by draw programs. PICT files 
use QuickDraw, the programming routines that are also 
used to display things on the Mac's screen. (The original 
PICT only allowed for eight colors, but the current 
standard, PICT2, allows for full 32-bit color, which is 
the most the Mac can produce. You don't need to worry 
about which kind of PICT you're dealing with — almost 
everything uses PICT2 now.) 
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• EPS files (encapsulated PostScript) are combinations of 
the PostScript code that tells the printer how to print the 
image and a PICT image that tells the screen how to 
display it. (You can just use the PostScript code — place 
it in PageMaker, for example — but you won't be able to 
see it on the screen, because the screen doesn't know 
how to display PostScript instructions. You'll get just a 
gray box instead.) 

fl MacPaint 

MacPaint 1.0, which came bundled (included free) with 
the original 128K Mac, set the standards for Mac graphics. 
But version 2.0, ($125 from Claris) doesn't meet the stan- 
dards that have been set since then. 

MacPaint has some veiy elegant features like tear-off 
menus and a Magic Eraser that erases through only the 
artwork you've added since you last took a "snapshot" of 
the document, but it fails far short of what other paint 
programs are doing these days — for example. It can't rotate 
a selection in Increments smaller than 90°. 

If you're still working with MacPaint 1 .0, it's worth the 
$25 up>grade fee to get version 2.0. But If you're shopping 
for a black-and-white paint program, shop a little further. 

fl SuperPaint 

SuperPaint ($200) has both a paint layer and a draw 
layer, so you get the benefit of both kinds of graphics. You 
can see both layers on the screen and in printouts (although 
you can hide either layer when you want to), but you work 
in only one layer at a time. 

SuperPaint 2.0 has significant printing problems when your 
draw layer is complex. (I usually copy the whole thing into 
PageMaker and print it from there.) It also has problems with 
Clipboard transfers of objects created with hairline widths. Its 
color capabilities are so limited they should be ignored. 

But in spite of those bugs, SuperPaint is a real workhorse 
and the best bet for all-around graphics work. It has all the 
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basic paint and draw features, and then some; extendable 
tool palettes (you can add tools that are written by some- 
one else), Bezier curves and autotrace are a few of Its 
advanced features. 

4 MacDraw 

The first object-oriented graphics program, MacDraw went 
the way of MacPaint — from Apple to Claris, and from origi- 
nal to version II with elegant new features but not enough 
to rave about. 

MacDraw is dependable and it allows for a lot of preci- 
sion in the drawing and placement of geometric objects. 
MacDraw II has beefed-up text handling capabilities that 
make it suitable for basic (one- or two-page) layout jobs. 

(I generally like MacDraw II. It has a fair amount of power, 
works well, is relatively easy to learn, and I don 't run up against 
its limitations very often. It may not be anything to rave about, 
but I don't know anyone who uses a different draw program. 
But I agree that SuperPaint is probably a better bargain, since 
you get two programs for the price of one. — ATi) 

4 FreeHand and Illustrator 

Aldus FreeHand and Adobe Illustrator (both $500) are 
the two premier PostScript illustration programs. Both give 
,ur- artwork that will print at the highest reso- 

power users iuUon available on a PostScript printer or imagesetter. 

If you're deciding which one to buy — good luck. Every 
Mac graphic designer I talked to says you need both. If you 
can buy only one. or if you want to start with just one, most 
people recommend Illustrator, unless you do a lot of text 
manipulation. 

Illustrator has no text manipulation capabilities to speak 
of, but FreeHand lets you do things like bind text to a curved 
path. Everyone also seems to prefer FreeHand's method of 
dealing with colors, and with Fills. And. unlike Illustrator, 
FreeHand accepts TIFF Files. 
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What the designers like about Illustrator Is Its unclut- 
tered design and fewer tools to do the same jobs. In Free- 
Hand. for example, there's one tool for making curves with 
two comer points, another for making curves with a single 
corner point and a third for making a curve with no comer 
points. Illustrator has a single tool capable of making curves 
with any kind of control points. Illustrator Is also better for 
fine detail work and technical drawing. 

What most designers don't like about Illustrator — aside 
from Its lack of good text manipulation — Is that the working 
and preview modes are separate. (FreeHand lets you work 
In the Preview mode, so you can adjust things In the view 
that's most representative of the final product.) Both pro- 
grams have autotracing, but only Illustrator can Import 
drawings made by StreamLlne (see the next entry); If you 
manipulate a lot of clip art, that's an Important capability. 

The designers I know tend to create graphics in Illustrator 
and then Import them to Freelland to do the fills, FreeHand 
Is also preferred for complicated pieces of artwork, because 
you can put items in different layers and then hide every 
layer but the one you're working on. 

4 StreamLine 

StreamLlne is a $400 program that does only one thing, 
but it does that one thing extremely well — it traces bit- BPQ 
mapped graphics and converts them into PostScript. You 
then import the results into Illustrator for further manipu- rcaturc 
lation and fine-tuning (they usually need it, but StreamLine 
Is still an incredible time-saver), 

StreamLine 1.2 Is much more accurate at tracing im- 
ages than 1.1 was, so make sure you get that version. 
StreamLine is quite expensive for what amounts to a utility, 
but If you deal much with bit-mapped graphics. It's a must. 

4 MacCalligraphy (rred Terry) 

MacCalllgraphy's manual describes the program as a 
word processor (based on the idea that Japanese calligra- 
phy Is both writing and painting). I'm not persuaded that It 
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would make a great word processor but it's an intriguing 
paint program, with tools specifically designed to emulate 
brushes on paper. A particularly appealing feature is the 
ability to leave a tall as you end a stroke. 

The program comes in a wooden box with several sheets 
of rice paper and its documentation Is filled with Japanese 
art. The manual is quite delightful at times, despite some 
awkward sentences obviously translated from Japanese, 
The Desktop of the program's startup disk looks like a 
Japanese tea room with a treasure alcove. 

MacCalllgraphy Is easy to learn, although it takes a while 
to get used to the way the painting surface picks up ink. 
The program's tutorials have you practice the strokes of 
the Japanese character for eternity and walk you through 
drawing bamboo stalks. When you tire of this, there's a 
"tea break" option that shows you a garden scene as you 
relax. There are even two short essays that you can read 
while taking your tea break. 

One of the few complaints I have about the program is 
that you have to enter a reduced view of your painting to 
move around in it. I also think the program needs a grabber 
hand, an essential tool In most graphics programs. 

The Qualitas Trading Company is the American dis- 
tributor of MacCalllgraphy. They provide free support for 
the program but you have to pay for the phone call. 
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4 Claris CAD (an) 

Since I feel barely competent In a regular draw program, 
the letters CAD (for computer-aided design) have always 
Intimidated me. But when 1 tried out Claris CAD, 1 found to 
my delight (and relieO that it's just like a more powerful 
MacDraw. There are still plenty of things about It I don't 
understand, but it's easy to learn and use and I've yet to 
come up with something 1 wanted to do that It couldn't do. 

CAD software should be reviewed by someone who re- 
ally knows the programs and can fully use their power, 
rather than by a duffer like me, and maybe in a future 
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edition we'll be able to do that. But in the meantime, you 
should know that even a relative beginner can make use of 
at least some of Claris CAD's veiy powerful features, and 
can do that without having to spend hours learning how. 



4 finally, a program that Includes the kitchen sink (ah) 



I'm not sure what you're supposed to expect from a 
$4000 piece of software, and I know it's not fair to rave 
and drool over something I get to review for free and you 
have to mortgage your house to buy. Having said that, 
stand back while 1 rave and drool. 



% 
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Whenever Q&B's office has moved. I've spent many 
hours drafting the new premises in MacDraw, planning where 
the furniture would go, etc. This kind of map, drawn as if 
from directly above. Is called a plan (as opposed to an el- 
evation, which shows how something will look from the 
side; a section, which shows how it will look if sliced through 
vertically; or a perspective view, which shows how it will 
look In three dimensions, from a given point of view). 

ArchiCAD (from Qraphisofl) also begins with a plan, but 
instead of just drawing a line, you specify what the wall will 
actually be (or is) — ^say, reinforced cement block a foot 
thick on the outside, then six Inches of insulation, a frame 
of 2x4 's and sheetrock on the Inside. Then, whenever you 
draw a line, that's what you get — that exact wall, in exactly 
the correct thickness, with each layer of It coded with the 
standard architectural patterns for the material used. 

To put windows in the wall, you choose what you want 
from a library of dozens of basic types, then customize the 
dimensions. Let's say you decide on a doublehung 30° bay 
window 6'7" high by 7'9^^'' wide, with a frame 2V2" wide and fcaiurc 

4" thick, with two rows of four panes in the center section, 
and two rows of two panes in the side sections. You just 
click anywhere on the wall with the mouse, and it inserts 
exactly that. 
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There are also extensive libraries of doors (with and with- 
out sidelights, with and without transoms, as well as bifold, 
sliding glass and garage), toilets, washstands, showers, tubs, 
kitchen sinks, cabinets, stoves, refrigerators, tables, chairs, 
etc. etc. You just choose what you want and click to place it. 

But you ain't seen nothing yet. Once you've got things 
laid out in plan, ArchiCAD will show you how everything 
looks in elevation, in section or in perspective, with contours 
and shading, from any point inside or outside the building, 
with the light coming from wherever you want!! (That's the 
only time you'll see two exclamation marks in this book.) 

Hmmm, that butcher-block table doesn't look quite right 
under that bull's-eye window, viewed from the couch over 
in this comer. Shall I change the window, use another kind 
of table or move the couch? By the time you're done playing 
around with all the possibilities in ArchiCAD, you'll have 
such an intimate knowledge of how the space is going to 
look that actual construction is likely to be anticlimactic, 

1 can't imagine spending $4000 for any piece of software, 
but if 1 could, this is the one 1 could imagine spending it on. 
ArchiCAD is designed for architects, of course, not indi- 
viduals, and for them the price will be recouped quickly 
with the time they save having the program generate per- 
spective drawings for their clients instead of drawing them 
themselves (or — even worse — constructing models; I did 
that once and couldn't believe how long it took). 



Like several other terrific programs, ArchiCAD has a 
problem with its manuals. You get six (five more than I 
wanted), none of which has an index! What's more, some- 
thing on the manuals — the ink, probably, but maybe a 
coating on the paper — smells so bad that I've had them 
airing out for several months and still can't bear to have 
them in the same room with me. needless to say, this 
limits the use 1 can make of the program. 




# graphics utilities (ah) 

For reviews of three useful utilities that handle graphics, 
see pp. 497-98 in the utilities chapter. 
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General paint program tips 

Most of these tips should work in any paint program, including 
desk accessories and SuperPaint's paint layer (because they're all 
ultimately based on the original MacPaint). 



4 quick Undo (au) 



The two standard ways to undo the last thing you did are 
to choose Undo from the Edit menu or to use the keyboard 
shortcut riFT^ . Most paint programs offer a third alterna- 
tive that only requires hitting one key. On ADB keyboards, 
hit lEscI ; on the older Mac keyboards, hit Q (both keys are 
in the upper left comer of the keyboard). 



shortcut 



it doubleclicking on tools (An/szA) 

Doubleclicking on icons in a tool palette usually produces 
some handy shortcuts, (To do this in MacPaint 2.0, you first 
have to tear off the Tools menu.) 

doubleclick on : to: 

^ change its shape 

^ enter the magnified view 

toggle between regular and reduced 

^ erase the whole window 

[_] select the whole window 

^ lasso the whole window 

a pattern box change that pattern 



shortcut 



# (Shift / key effects (ati/sza) 

The I Shift I key usually acts as a constraint In painting 
programs, keeping a tool moving in a horizontal or vertical 
direction (depending on which way you move initially) or 
keeping shapes that you're drawing of equal length and 
width. For example: 
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hot 

Up 



1 Shift 1 + 


lets you: 




paint straight horizontal or vertical lines 




make straight horizontal or vertical lines 




shift the window contents horizontally or 
vertically 




erase in straight horizontal or vertical 


□ 


create squares 


o 


create circles 



ft alternative erasers (aw 

Here are three alternatives to the standard Eraser: 

• Use any selection tool ( [”] or for example) and 
then hit I Delete I to delete the selection. 

• Use ^ — in any convenient size and shape — with white 
paint (or whatever the background pattern is). 

• For really detailed, bit-by-bit erasing (literally), go to a 
magnified view and use ^ — it changes black dots to 
white (and vice versa). 

ft quick magnified views (An) 

A quick and precise way to zoom into a magnified view 
is to r^Tclick with The magnified view will be centered 
around the point you clicked on. 

ft shrinking [~J 

Holdingf^ while selecting something with the selection 
rectangle ( [~] ) shrinks [”] down around the image as small 
as possible. 

# scaling bit-mapped images (c.j. weigand) 

When you shrink a bit-mapped image, adjoining pixels tend 
to clump together until you have unsightly blotches where 
once there was Finely drawn detail. To reduce a bit map with- 
out significant loss of detail, copy It at full size into an object- 
oriented drawing program, shrink it there and then print it out. 
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When printing from an object-oriented program, the 
LaserWriter scales the image starting from a full-size repre- 
sentation in memory, not from the reduced on-screen im- 
age. If you're using an ImageWriter, you can shrink the 
image to 50% of its original size and get a beautiful print- 
out at Best quality. 

# quick lassoing (An) 

You don't have to draw a complete loop around an im- 
age with ^ to select it. The loop you make is automatically 
closed with a straight line between where you start and end 
the Lasso drag. 

4 stretching a selection 

If you press while dragging on the edge of a selected 
area, the selection is resized — larger or smaller, depending 
on which way you drag. This always introduces some dis- 
tortion in the image, but you can get interesting effects. 

If you want the selection resized proportionately (in the 
same amount vertically and horizontally), hold I Shift | ae | while 
you drag. 

4 resizing while pasting 

If you draw a rectangle with [~] and then choose Paste 
from the Edit menu, the pasted material is automatically 
sized to fit the selected area. 

4 the [Option I copy (szA/An) 

You can duplicate objects in a paint program by copying 
and pasting them, but there's an easier way. First, make 
the selection, then press I option) while dragging it. Instead 
of moving the original, you'll peel away an exact copy. 
When you have it where you want it, just release the mouse 
button. Here's what happens with a lassoed rabbit (assuming 
you can manage to lasso one) when you I option ) -drag: 
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To make repeating copies, hold down too — ^you'll 

leave Images behind as you drag the seiection. The more 
slowly you drag, the more copies there'll be: 




Holding down Isnutl as well (which means I sninl option 
In total) keeps the dragged copies In a straight line. 

To make the spacing even between the copies, adjust 
the line width and drag slowly. The width of the line defines 
the minimum spacing between the copies: 




# the three-finger stretch 

This tip was named by the original MacPaint's author, 
1 Bill Atkinson. It's actually the repeating-copies-in-a-straight- 
'h^ line technique explained in the I Option I copy entry above, but 

It's a different application of it — ^you can use It to "repair" 
parts of your picture. 
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Say you drew a musical staff of five lines and, after 
adding a few notes, realized you needed more room. All 
you have to do is first select part of the picture and drag it 
away from its original position — holding [ Shin I so the piece 
moves in a straight line: 





Then lasso the edges of one of the pieces and 
I Shift I Option r^ drag the lassoed area. The repeating copies 
left behind fill in the empty area: 





4 shadowed traced edges 



The basic Trace Edges command traces around any black ^ 
dots in the selection — and changes the original black dots 
to white. If you hold I shin I while choosing Trace Edges, a 'h^ 
shadow is applied to the tracing — extra dots to the right 
and bottom of the traced edges. 




4 freezing text formatting 

When you type bit-mapped text, you can change the ^ 

size, style, font, justification or spacing of all of it — as long » 

as it's still active (with the insertion point still blinking). If 'hH 
you want to freeze the formatting of what you've already 
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typed, you can just click the mouse and start another block 
of text — but then the two text blocks probably won't line up. 

The solution is to press lEnterl , which freezes the for- 
matting at that point. You'll be able to keep typing, but the 
text before the [Enterl will be frozen and new formatting 
commands won't affect it. So to insert a bold word in the 
midst of plain text, for exampie, you'd type the plain text, 
press lEnterl ; choose Bold, type the boid text, press lEnterl 
again, choose Flain Text, and continue typing. 



SuperPaint tips 

4 switching layers 

You usually toggle between the Paint and Draw layers by 
clicking on the icons at the top of the tool palette, but 
there's also a keyboard equivalent: fiTTI . 

4 palettes and small screens 

If you're working on a standard, 9" Mac screen, you'ii 
find that reversing the positions of SuperPaint's floating 
tool and pattern palettes Is much more convenient. With a 
horizontai or square tool palette, you can see eight paint 
tools at a time, and the eraser is always available for a 
quick doubleclick erasure, 

4 moving inactive windows and palettes 

As in the Finder, you can move a SuperPaint window 
without making it the active by holding down (3 while you 
drag it by its title bar. This also works on the tool and pattern 
palettes, so if they overlap anyplace and you want to move 
the bottom one without having it come to the top, hold 
while you drag the floating window to its new position, 

4 the Close All command 

If you hold down I option I while opening the File menu, 
the Close command changes to Close All. As in the Finder, 
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you can also I option 1 -click in the close box of any open 
document window and all the windows will close. (If any of 
the documents have been edited, you'll be asked if you 
want to save the changes.) 

4 zooming shortcuts 

There are two shortcuts for jumping from regular view 
to maximum magnification (8x). Doubleclicking on ^ in the 
palette centers the magnified view around whatever was in 
the center of the last view, [^clicking with ^ anywhere in 
the document centers the magnified view around the spot 
you click on. 

4 keyboard zooms 

Unlike the Zoom In and Zoom Out commands in the View 
menu, which make the view one step larger or smaller than 
the current view, these three keyboard commands take you 
directly to the greatest or smallest magnification, or back to 
the reguiar view. 

I Shift 1 3S |w| reduced, "page" view 

I Shift 1 86 1 E I 8x magnification mode (forever known in 

our hearts as FatBits, no matter what any 
given program chooses to call it) 

I Shift) §e |R| regular view 

When you use a keyboard command to zoom out or in, the 
new view is centered around the current position of the pointer, 

4 nudge arrows 

The Left Bight Up and Down commands in the Uudge 
submenu (in the Edit menu) have easy keyboard equiva- 
lents: 0. 0/ 0 and 0, 

fk line patterns 

To change the current line pattern without having to 
click on it in the Selection Indicator (which shows whether 
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you're selecting Line or Fill patterns), fWT-click on any pat- 
tern in the paiette. That pattern becomes the current Line 
pattern but the indicator remains pointing to the Fiii pattern. 

4 Faint/Draw front Center or Comer 

A Shortcut for choosing the commands Faint (Draw) from 
Center and Faint (Draw) from Comeris to doubleciick on the 
rectangle, rounded rectangle and circle tools in the palette. 
When Faint (Draw) from Center is active, smaii crosses ap- 
pear in the centers of the shape tools in the paiette. 

4 tricks 

Pressing [spacebar] gives vou so you can move the 

document around. But if you're working with J for text, I spacebar ] 
of course just types spaces, so use] §6 [spacebar] instead. 

If you hoid down (shift) when you're using the docu- 

ment wiii move oniy horizontaily or verticaiiy (whichever 
way you move first). 

4 smaller eraser 

Hoiding [Option] while vou use changes it from a six- 

teen-pixel square to an eight-pixel square. 

4 power-erasing the Faint layer 

Doubleclicking on ^ erases everything in the Paint iayer 
that's showing in the window. Hoiding down [option] and 
while doubleclicking on ^ erases the entire paint iayer 
regardless of what portion is showing in the window. 

4 [~] tricks 

As in most paint programs, if you press [~^ whiie using 
[~] , it shrinks down (as soon as you iet go of the mouse 
button) to the smailest size that will enclose all the black 
pixels of the selected area. 

If you hold down [Option] while using f ^ , the selection is 
iassoed as soon as you let go of the mouse button — and 
the current tool switches to 
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4 ^ tricks 

Pressing I option | while you use ^ keeps it from shrink- 
ing when you let go of the mouse button. It stays where you 
traced it, enclosing any white space you selected. 



Regu/ar Lasso 






4 the X'tay 

Holding while you lasso activates "x-ray" mode. Ho 
white parts are selected, even if they're totally surrounded 
by black. 




very 

hot 

tip 



4 selecting all 

When used on the Paint layer, the Se/ect /I// command (in 
the Edit menu) normally selects the layer in a rectangle as 
large as the page. If you hold [ED while you choose Select 
All, the rectangle shrinks to the smallest size possible that 
encloses all the black dots in the document. If you hold 
I Option I while you choose Select AH, eveiything in the Paint 
layer is lassoed and the current tool switches to 
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4 selections in selections 

^ Once you've made a selection in the Paint layer, the 

m 1 pointer changes to an arrow when you move it within the 

selection. (To be precise, within a /assoed selection it only 
changes to an arrow when you're over a black dot.) 

If you want to make a different selection that begins 
inside the current seiection, you don't have to deseiect the 
current one first. Just hold down I Tab) . The pointer wiil re- 
main the current selection tool even when you're within 
the already-selected area. 




V/ if bout 
r 7 ah key 



With 

z:__. 7 ah key 



4 paint modes and text 

When you use normal (Opaque) paint, the background 
is whited out as you type, for the full height of the text. 
When you use Transparent paint, however, you can type 
text without disturbing the background. 



Typing in Opaque Paint mode 






The Faint on Black mode isn't supported for text in 
QuickDraw, so SuperPaint can't do it either. If you use the 
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Text tool when Paint on Black is selected, you'll get the 
'Transparent mode instead. 

4 temporary transparency 

no matter which paint mode you've chosen in the Paint 
menu (Opaque, Transparent, Faint on Black or Invert), if you 
hold when using a paint tool, the paint type is tempo- 
rarily changed to Transparent. This works not only for tools 
like ^ and <3^), but also for the shape tools: 




Opaque shapes Transparent shapes 



il limited pours 

When you use <3^), it normally fills an enclosed area, even 
if parts of that enclosed area are not visible in the window. 

If you hold I Option I when you pour, the paint pours only into 
the area that's visible in the window. 

4 shapes 

Did you think j| was forever restrained to its basic round 
pattern? So did I, untii I very belatedly discovered that if 
you hold down | option] while using it, the spray pattern 
changes to the currently selected ^ shape. (The spray 
pattern of the pointer doesn't change until you actually 
press the mouse button.) 

* 30° and 60° lines 

It's second nature to those of us who had MacPaint in the 

early days to use ishin] to constrain movements of paint tools ^ 

to horizontal and vertical, and to use it to get 90° (horizontal 
and vertical) and 45° lines with the Line tool. All this works up 

in SuperPaint, but you can also get perfect 30° and 60° lines 
by holding down [Option] when using the Line tool. 
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# text boxes in the Draw layer 

When you click somewhere In the Draw layer with J, the 
initial width of the text box extends from the point of the 
click to the right edge of the window. Although you can 
always resize the text box In the normal way (by dragging 
on a handle), it's easier to start with something close to 
what you want. So Instead of clicking with J, use it to drag 
the text box to the width you want. 

ll picking up patterns 

Here's a trick that works with both the Pattern Edit and 
Brush Shape dialog boxes. When the dialog box is open, 
move the pointer outside the box, press the mouse button 
and drag the pointer around. Anything beneath the pointer 
is "picked up" and sent to the edit area of the dialog box. 
This lets you take any pattern from the screen and make it 
either a defined pattern in the palette or a brush shape. 
(This also works In MacPaint.) 

You don't have to keep the click inside the document 
window for the pickup: it works anywhere on the screen. 


1 
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# fWl'Click invert 

In both the Brush Shapes and Pattern Edit dialog boxes, 
a r^click in the edit area reverses the black-and-white 
pixels of the pattern. 

4 arcs 

The Arc tool makes either a wedge (like a slice of pie, if 
there's a paint pattern selected) or an arc (if the Hone pattern 
is selected) but either way, a quarter of an oval is created. 

If you want more or less of an arc, you can do it in the 
Draw layer. Draw an arc, choose Reshape Arc from the Draw 
menu and drag one of the arc's handles to continue the 
curve or shorten it. 
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tk adding “comers" 



When you use the Reshape Polygon command on a 
polygon in the Draw layer, you can not only drag the origi- 
nal "corners" to reshape it but you can also add new cor- 
ners. Just hold down as you move a handle and a new 
handle will be dragged out of it. 



1 



very 

hot 

tip 




# skipping dialog boxes 



You can bypass some dialog boxes whose settings you 
don't want to change by holding down I option I while you 
choose the command from the menu. For example, if you 
want to scale a selection to the same proportions as the 
last time you used the Scale Selection, just hold down I option) 
while choosing Scale Selection. The dialog box won't open 
and the current settings wili be used. This also works for 
the Other command (for point sizes, in the Text menu) and 
the Rotate Selection command in the Transform menu. 



shortcut 
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A spacing “sprinkles' 

Many of SuperPaint's plug-in tools are what I call "sprin- 
klers," because they sprinkle little pictures around at ran- 
dom when you drag the mouse. The spacing between the 
images depends on how fast you move the mouse. 

When you want regular spacing between the sprinkled 
pictures (if you're making a border, for example), you can 
do one of two things: either set the line thickness to some- 
thing other than the default single-pixel width (the line 
thickness then controls the amount of space between 
"sprinkles" when you drag the mouse slowly), or turn on a 
grid of about a quarter-inch (that's about the best spacing 
for these little pictures) and then [shift i -drag the mouse to 
set the images at the grid points. 

# white outlines around graphics 

^ When you want to place a solid black graphic against a 

m — ' black or patterned background and need a white outline 
around it to make it visible: 

tip 

• Select the graphic with 

• Choose Trace Edges from the Paint menu. 

• Drag the selection against the background (don't click 
anywhere to deselect it yet). 

• Choose Invert from the Paint menu. 



Lasso Trace Edges Drag againsf invert 

background 

To put a white outline around a more complex graphic, 
you need a few extra steps. (This tip only works for graph- 
ics with a solid outline, where there are no breaks in the 
perimeter of the figure for the Lasso to slip into.) 
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• Select the item with with 

• Pull out a copy of the graphic by holding (option] as you 
drag. 

• Choose Trace Edges from the Paint menu. 

• Drag the copied item against the background. 

• Choose Invert from the Paint menu. 

• Lasso the original graphic and drag it on top of the 
inverted figure. 




2. Invert against 
background 




} . Trace edges 
( of copy) 




5. brag original on 
top of inversion 



4 paint and draw macros 



Simple macro utilities like MacroMaker have limited 
abilities when it comes to painting or drawing tools. You 
can record a macro that plays back the use of a shape tool 
(rectangle, circle, etc.), but since a drag of the mouse is 
recorded simply as the start and the end points of the drag, 
and not the path the mouse took between those points, 
you can't record squiggly lines drawn with ^ or ^ . 




important 

warning 
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Also remember that if you only record the drag of a tool, 
and not the tool selection Itself, the macro will play back 
your moves with whatever tool is currently selected in the 
tool palette. 

You can use this simple playback ability to instantly paint 
or draw lines or shapes to specific sizes. Record them while 
using the Rulers so you get the size you need, then play 
them back at any time; the same size is drawn without your 
having to turn on the Rulers and measure, 

4 a cut-and'Switch macro 

The Cut to Drawing (Painting) command saves a step over 
the Copy to Drawing (Painting) command, since you don't 
have to delete the original selection. But you're left with an 
extra step to perform anyway if you constantly cut some- 
thing to the other layer and then move to that layer. To do 
the cutting and then the switching all in a single keystroke, 
record this macro: 

• Cut to Drawing (or Painting) from the Edit menu 

• r^T/1 [this switches layers] 

The beauty of this macro is that it works from either 
layer, since the Cut to command changes between Drawing 
and Painting depending on what layer you're on. 

# line and fill macros 

No matter what line and fill patterns you use, you usu- 
ally wind up returning to two basic combinations: black 
line and white fill, and black line and no fill. You can record 
macros that instantly return you to either of these combi- 
nations. Record this sequence: 

• Click on the Line pattern indicator. 

• Click on Black. 

• Click on the Fill pattern indicator. 

• Click on White. 
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Store the macro under I option P^Tw] and replay it anytime 
you need the black/white combination. Then record the 
same sequence but click on none as the Fill pattern; store 
that under [Option 1 38 (Remember; the macros will work 
correctly only If the Patterns window Is still In the same 
spot on the screen as when you recorded them.) 

4 Multigon macros 

Here's a keyboard shortcut for selecting various Multigons: 

• Choose Multigon Sides from the Options menu. 

• Click on the triangle. 

• Click on the OK button. 

Store this macro under I ae |3| , the equivalent one for a 
rectangle under the one for a pentagon under 
and so on. 

4 changing the order of plug-in tools 

The plug-in paint tools appear in the palette in alphabeti- 
cal order, with the exception of the Airbrush, which always 
gets the first spot. So all you have to do to change the order 
is go out to the Finder and rename the files in the folder 
called SF Pouch. (See keeping filenames at the top of iists in 
Chapter 6 to find out how alphabetizing of special characters 
is handled.) To check the new order, just choose by name 
from the View command while you're still in the folder. 



=□1 SP Pouch 



Name 

D ♦Bubbles* 

D *SUrs* 

D 1 Spray Can 
□ 3D Box 
D All American 
D allGON 
D Alphabet 



imk 


S' 








★ 


n 







sf~l = SP Pouch 



Name 



D »allGON 
D *Bubbles* 
*Dry Brush 
♦Stars* 

1 Spray Can 
D 3D Box 
D All American 
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General draw program tips 

4 drawing polygons (Lena ncOulre/Carol Mton/SZA) 

^ This entry (and the next) will work in any draw program — 

m 1 including a PostScript-based one like Preetland and Illus- 

hot trator — ^so long as it lets you repeatedly replicate an object, 

specifying an angle between the copies. But be aware that 
some draw programs, like SuperPaint, have easier ways to 
create polygons (although none that we know of can draw 
stars, other than by using the technique in the next entry). 

The step-by-step instructions here are for SuperPaint's 
Draw layer, but you can use the same approach in the 
drawing program of your choice (just the names of the 
commands will be different). 

• Decide on how many sides you want, and then divide 
360 (the number of degrees in a circle) by that number. 

In this example, we'll use a ten-sided polygon (called a 
decagon), which gives us 36°. 

• Draw a vertical line with the Line tool. 

• While the line's selected, choose Replicate from the 
Edit menu. Specify four copies of the line, rotated at 36° 
around the center of the object. (That's five lines all 
together, with ten endpoints.) This is what you'll get: 




In some programs, you may find it easier to make this 
initial shape by using shorter rays that fan out from the 
center (radiuses, in other words) instead of longer lines 
that spin around a center point. The number of degrees 
between each spoke remain the same, so in this 
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example, you'd need to specify nine additional rays 
at 36°. You'll have to take that approach, no matter 
program you're in, to create polygons with odd 
numbers of sides (five, say, or nine). 

• Select all the lines, group them and then lock them so 
they won't be moved or changed while you draw the 
other lines. 

• Now use the Polygon tool to click lines around the 
endpoints of the locked lines. When you're finished, 
unlock the background object and delete it. Here's 
what the process will look like: 




drswing ststs (Lena McQuire/Carol Alton/SZA) 

By using techniques similar to those in the previous ^ 
entry, you can also draw stars. Start the seime way as for ♦ — 
the polygon, replicating iines around in a circle. You need hot 
twice as many rays as you want points in the star — so, for a 
five-pointed star you'll need the ten rays. Then; 

* Draw a circle that's the size you want for the valleys of 
your star. (The ends of the lines are for the points.) 

• Center the circle over the lines. (You can draw the circle 
outward from the center point of the lines if you're in 
Draw from Center mode.) So far it looks like this: 
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• Select the Polygon tool and click at the end of one line, 
then at the point where the second line intersects the 
circle, then at the end of the third line, then at the point 
where the fourth line intersects through the circle; and 
so on. When you're finished, delete the background 
lines and the circle. It looks like this: 






Changing the size of the inner circle makes a big differ- 
ence in the overall look of the star. Here are some seven- 
pointed examples: 




MacDraw tips 

4 Ishiftl menu commands 

There are keyboard equivalents for many of MacDraw's 
menu commands — they're just not listed in the menu. Here 
they are: 
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Open As Library 


IShiftl §€ 10| 


Save As 


IShiftI 3€ ISl 


Unsmooth 


IShIftI 3t |E| 


Move to Front 


(ShiftI 3€ ]F| 


Move to Back 


IShiftl Si I J| 


Alignment 


IShiftI §i |K| 


Ungroup 


fShittI Sg IG| 


Unlock 


[Shifll §g [Hi 


There are also 


some [ShiftI §§ 1 combinations for com- 



mands that aren't in menus: 



very 

IshiftI §e 1^ selects all the objects in the document (as up* 

opposed to all the documents in the layer, which is what 
Select All does). 

I Shin 1 3€ fv1 rescales an image to the current ruler settings as 
you paste it 

I Shift! 86 lw| cycles through the opened windows. 

I Shift 1 38 toggles between 1 00% view and the last zoom 

level that you set. 

I Shift 1 8€ 1 1 1 through I Shift 1 36 l~9l switch views. 



# moving horizontally or vertically (c.j. weigand) 



As in most Mac graphics programs, you can force an 
object (or group of objects) to move exactly horizontally or 
vertically (and nothing in between) by holding down I Shift I 
as you drag. But in MacDraw, be sure to press the mouse 
button down before you press I Shift I or you'll simply dese- 
lect whatever object you click on. 




important 

warning 



4 dragging to select objects 

In some object-oriented programs, you have to completely ^ 
enclose an object in the rectangle you drag with the selection ^ — 

arrow in order for that object to be included in the selection. 

Other programs include an object in the selection as long as 
any part of it is within the dragged rectangle. 
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MacDraw works both ways. As a default, you have to 
completely surround an object for it to be selected by drag- 
ging. But if you hold while you're dragging, the selec- 
tion will include any object that was even partly covered by 
the drag. 



4 selecting through layers 



shortcut 



When you click on an object and its handles don't ap- 
pear (to indicate that it's been selected), it's probably in 
another layer. If you don't want to switch layers to get it, 
just [ Option l -click on it. 



4 selecting objects of a hind 

I haven't ever needed to do this, but It's nice to know that 
It's there: you can select all the objects (in a layer or the 
entire document) of a specific kind — all the rectangles, for 
example, or all the ovals. Simply click on a shape tool in the 
palette before you choose Select All from the Edit menu. 



4 dragging object outlines 

When you move more than one object at a time, all you'll 
see is an outline of the last object selected inside a gray 
rectangle that shows the overall dimensions of the entire 
selection. (In the illustrations below, the cross-hatched circle 
is last object selected and the empty circle is the outline.) 




If you want to see outlines of the individual objects in 
the selection, hold ("^ while you drag: 
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# retaining the tool you're using 

When you draw a shape, or type text, the pointer nor- 
mally reverts to the selection arrow as soon as you're done. 
If you want to retain the tool so you can use it again imme- 
diately, doubleclick on the tool in the palette to select it 
(instead of the usual single click). 

# two ways to copy text (c.j. migand) 

If you select a block of text with , copy it to the Clipboard 
and then paste it into a page layout or word processing pro- 
gram, it will become a PICT image that can be stretched or 
reshaped but not edited. (For more on this, see creating spe- 
dal typographic effects on pp. 375-76.) If you select the same 
text with the text tool ( J ), it will transfer as editable text. 

4 placing pastes 

When you paste an object, it appears centered in a win- 
dow. If you want It centered on a particular point instead, 
click on that spot before you use the Paste command. 

4 angled lines 

When you hold [shift I in almost any Mac graphics pro- 
gram, the line you're drawing is constrained to the horizon- 
tal or the vertical, or sometimes the 45° angle between. 
This is also true in MacDraw, but you can change that in- 
between constrained angle to anything you want by typing 
in the desired angle in the Mouse Constraint text box in the 
Preferences dialog box. 




csp. for 
beginners 



I 

very 

hot 

Up 



I 

very 

hot 

Up 




722 


The O^acintosh (BiBCe. TJfiircC ‘Edition 


Shortcut 


<1 quick Fen pattern selection 

You don't have to click on the Pen Pattern box and then 
on the pattern you want for lines and outlines — Instead, 
just hold loptioni while you click on the pattern you want for 
the pen. 


shortcut 


4 changing the ruler's zero point 

To change the position of the zero point on the ruler (It's 
usually at the extreme top and left of the ruler) just click 
anywhere on the ruler with . If you have the grid turned 
on, the zero point will jump to one of the grid lines. 

If you don't want this to happen accidentally by a slip of 
the mouse, click the Zero point locked button In the Rulers 
dialog box. 


1 

very 

hot 

tip 


# Bezier-Uke curves (c.j. wetgand) 

You can draw and edit curves quickly and accurately in 
MacDraw without having to struggle with the limitations of 
the arc tool. The trick is to create the equivalent of a Bezier 
curve. Here's how you do it; 

Draw an open polygon with four or more sides. While 
the polygon is still selected, choose Smooth from the Edit 
menu. Then choose Reshape Polygon. You'll end up with a 
Bezier-like curve having two end points and two control 
points. Dragging these points lets you reshape the curve to 
fit any path. 

For more complex curves, draw the approximate shapes 
using the freehand tool. When you're done, choose Smooth 
and Reshape Polygon from the Edit menu. This will change 
your irregularly-shaped curves into nicely smoothed ones. 
You can then edit them like any other polygons. 
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Illustrator tips 

fk reduction and magnification 

The magnifying glass can also be used as a reducer. Just 
hold down I option I and the plus sign will change to a minus sign: 

^ Q. 

When you don't see either a plus sign a minus sign, that 
means you can't zoom any further in the current direction. 

When you click in the document with the zoom tool, the 
zooming is centered around the spot you clicked. If you 
want to zoom based on the center of the window, doubleclick 
on the zoom tool in the palette, A plain doubleclick magni- 
fies the view; an | Option | doubleclick reduces the view. 

it temporary tool changes 

Three tools are used more often than others in Illustra- 
tor — the arrow pointer, the grabber hand for moving the 
page around on the screen, and the magnifying glass. You 
can temporarily change to any one of these tools without 
going to the tool palette, by pressing the following keys: 

^ 1 36 I (±^ I M II Spacebar I 

^ I Spacebar I I Option II 36 II Spacebar I 

4 hand-y shortcuts 

Doubleclicking on in the palette will take you to the 
Fit in Window view. If you hold I Option I down, it will take you 
to Actual Size. 

4 the Freehand-Fen tool switch 

To temporarily switch from the Freehand tool to the Pen 
tool or vice versa, press |ciri| . When you release the key, 
you get the original tool back again. 



shortcut 



shortcut 

shortcut 

shortcut 
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# draw ftom center 

To draw ellipses, rectangles and rounded rectangles from 
the center out instead of from the comer, hold down [option I 
before you begin the drag. 

4 the I Shift I constraint 

As with most programs, holding [snitt] constrains the line 
you're drawing to the horizontal or vertical — or to the 45° 
angle in between. But the 45° angle changes according to 
the constraint angle you define in the Preferences dialog 
box — so If your lines aren't at the angle you expect, check 
the preferences settings. 



I 

very 

hot 

tip 



• [Shift l -click to select two of the circle's points that are 
across from each other. 

• Choose Split Elements from the Special submenu in the 
Element menu. 

• Select and delete the half of the circle you don't want. 

• Select the two pieces of the circle that are left and 
choose Croup from the Element menu. 

4 the IOptior\l copy 

The [ Option k :opv trick that works in most paint programs 
also works in Illustrator— press [option] as you drag a selected 
object and a copy will be dragged out of the original. 



4 ungrouping basic shapes 

When you use a basic shape tool (ellipse, rectangle, 
round rectangle), it actually draws a series of lines and 
curves to make the shape. So you can take any shape you 
draw and ungroup it into its components. For example, this 
is the quickest way to get a half-circle: 

• Draw a circle (hold [ Shift [ to keep it round). 

• While the circle's still selected, choose Ungroup from 
the Element menu. 
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4 using the arrow keys 

The arrow keys (0000) move a selection a pixel 
at a time in the indicated direction — unless you specify a 
different unit of measure in the Preferences dialog box, 

4 missing page breaks 

if the dotted lines that indicate page breaks aren't show- 
ing in your document, that means you haven't yet selected 
a printer in the Chooser DA. 

4 partial tracings 

When you click on a bit-mapped shape with the Autotrace ^ 
tool, it traces the entire item. If you only want to trace a 

very 

section of a shape, don't click the tool. Instead, drag it on hot 
the shape — the tracing will start at the spot you started 
your drag and end at the spot you stopped dragging. In the 
illustration below, for example, dragging the line shown 
would cause only the wing to be traced. 




Freetland tips 

4 as goes Illustrator, so goes Freetland (ah) 

If you notice some similarities between entries in this 
section and entries in the Illustrator section above, it's 
because Freetland came out after Illustrator and copied 
many of its shortcuts and keyboard commands as well as 
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its features. We would have just referred you to the other 
entries, but there are some subtle differences that would 
have only made that approach confusing. 

4 moving the info bar 

The thin info bar at the top of the screen (immediately 
below the menu bar) can be hidden by using the Info Bar 
command in the Windows submenu, and also can be 
dragged anywhere you want on the screen. If you only want 
to see the mouse coordinates, you can leave Just the left 
end of the bar in sight, letting the rest of it hang off right 
side of the screen. 

4 temporary tool changes 

Three tools are used more often than others in Tree- 
Hand — the arrow pointer, the grabber hand for moving the 
page around on the screen, and the magnifying glass. You 
can temporarily change to any one of these tools without 
going to the tool palette, by pressing the following keys: 

^ 1 8€ I 1 3i II Spacebar I 

I Spacebar I I Option If^l Spacebar I 

(Wouldn't you think that Aldus would tiy for a little stan- 
dardization across its programs? PageMaker uses I option I to 
get <^, and it doesn't appear when you press the key — 
only after you press the mouse button.) 

# keyboard toot selections 

You can switch to any of the basic shape tools simply by 
pressing a number key on the keyboard. (This is the same 
as actually clicking on the tool, unlike the temporary tool 
selection described in the previous entry.) The keyboard 
commands work even if the toolbox is closed. 
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fli deselecting from the keyboard 

To deselect everything in the document, press [Tab I . (This 
is useful when you've selected a small element on top of a ^ 
larger one and can't click anywhere to deselect it without ^ very 
selecting the larger one.) To deselect points on a path with- up 

out deselecting the path itself, press Q. 



4 reduction and magnification 



The Scale subcommands in the View menu reduce or 
enlarge the view, zooming in or out on the center of the 
window. If you want your zoom to be centered on another 
spot, use the magnifying glass Instead, clicking on the spot 
you want to be the center of the new view. 



shortcut 



To use the magnifying glass to reduce a view, hold down 
I Option! ; the plus sign in the tool changes to a minus sign to 
show you which way the zoom will work. 

St 



4 draw from center 

You can draw ellipses, rectangles and rounded rectangles 
from the center out instead of from the corner by holding 
I Option I before you begin the drag. 

4 ungrouping basic shapes ^ 

When you draw an oval, rectangle or rounded rectangle, 
you've actually drawn a series of lines and curves that are up 
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automatically grouped. See the entry of this same name in 
the Illustrator section above for how you can use this infor- 
mation to, for example, draw a perfect half-circle. 

4 deleting elements or parts 

When you press I Delete 1 , what's deleted depends on what's 
selected. If an entire element is selected, it disappears. If just 
a comer of it's selected, the comer disappears and the path 
closes, joining the comers on either side of the deleted one. 



shortcut 



4 transformation dialog boxes 

Each of the transformation tools (scale, skew, rotate 
and so on) has a dialog box avaiiable. Instead of using the 
tool to drag an element on the screen, you can type the 
transformation values you need right in the dialog box — 
and get exactly what you need right away. To open the 
dialog box for any of the transformations, I option l -click on the 
element you want to transform. 



# optimal resizing 

To resize a graphic to its optimum size for the resolution 
of the printer you're using, hold I Option | while you drag on 
the element's handle to resize it. But first make sure you've 
selected the correct printer in the Document Setup dialog 
box. If you're, say, proofing things on a LaserWriter but will 
end up on an imagesetter, choose the imagesetter, so the 
graphics will be sized correctly for the final output. 




very good 
feature 



4 text kerning 

You can kem text in the Text dialog box by tenths and 
hundredths of an em: 



I 3S I Delete I 
I Shift I 86 1 Delete] 
1 86 IShIftIT) 

I 36 |ShlttP»| 



subtract .01 em 
add .01 em 
subtract .1 em 
add .1 em 
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4 scaling text on a path 

The effect of scaling text on a path depends on whether 
or not you've grouped the text and the path, (Text on a path ^ 
is always "stuck" to the path, so that selecting the path also 
selects the text — but that's not the same as the text and 
path being grouped with the Group command.) If the text 
and the path aren't grouped, scaling changes only the size 
of the path and doesn't affect the font size. If the text and 
the path are grouped, scaling also changes the font size. 

4 text block manipulations 

Dragging the corner handle of a text block changes the 
size of the block and rewraps the text in it, but dragging 
any of its other handles, or dragging a comer handle with 
I Option I held down, changes the text inside. In each case, 
the change to the text mirrors the change to the text box so 
the box remains filled — top to bottom, side to side — even 
in its new size. Here's a summary of what happens: 

• Dragging on a top or bottom handle changes the line 
spacing. 

• Dragging on a side handle changes the letter spacing. 

• Dragging on a side handle while holding down I Option I 
changes the word spacing. 

• Dragging a corner handle while holding down [Option I 
resizes the type to fit in the new block size. 

• Holding I Shin I while you resize the text with (Option) 
resizes it proportionately. 

Clip art 

4 beautiful vs. useful? (An) 

There seems to be an idea afoot that business graphics 
need to be simple cartoons. Detailed, painterly drawings 
are seen as somehow frivolous and therefore not business- 
like, I don't understand this. With the exception of things 
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like charts and graphs, business graphics are illustrations. 
They're there to make something clearer and/or more ap- 
pealing, and the prettier they are, the better. 

It is true, of course, that some kinds of illustrations are 
more likely to be useful than others. But given a choice 
between a beautiful drawing of a pair of pliers and an ugly 
drawing of a pair of pliers, a hardware store would be wise 
to use the former. 

Even art that doesn't apply directly to your business can 
be seen as a challenge. A flyer with a gorgeous picture of a 
bird on it, say, might well sell more desks than one with 
nothing on it but minimalist cartoons of desks. I'm not 
saying you never need simple, practical drawings, but 
beautiful, seemingly irrelevant drawings have their place in 
business communications too. 



4 clip art formats 

There are several graphics formats for the Mac (for the 
differences between them, see the first couple of entries in 
this chapter). Of the main four, all but PICT are commonly 
used for clip art. 



4 WetPaInt (Ali/SZA) 




very good 
filature 



This is far-and-away our favorite collection of bit-mapped 
clip art. It has ten packages — nine with three BOOK disks 
and one with two BOOK disks, for a total of over 22 mega- 
bytes of art. 

We'd show you some samples but we like them so much 
we've used them between chapters and other places 
throughout the book; they're much more dramatic there 
than here. (To find them, just look in the index under 
WetPaint, illustrations from.) 




WetPaint's three-disk sets cost $B0 each (which amounts 
to about 3^ per K for some of the best clip art around); it's 
two-disk Egyptian set costs $50. There are five packages of 
modern illustrations — Classic Clip Art, Publishing, Animal 
Kingdom, Island Life and All the People — and four pack- 



chapter 13 — Graphics 



731 



ages of art from the tum-of-the-centuiy — Special Occasions, 
Printer's Helper, industrial Revolution and Old Earth Almanac 

Each WetPaint package comes with two desk accesso- 
ries: ArtRoundup, which lets you open paint files from within 
another application and edit them with all the usual paint 
tools, and PatternMover, which lets you edit MacPaint pat- 
terns and transfer them between files. WetPalnt's manuals 
are well-written, clear and complete, and they contain 
printouts of all the Images on the disks. 

# CiickArt (An/szA) 

T/Maker published the first package of Macintosh clip 
art way back when; now it has five volumes of bit-mapped 
Images and two of EPS images. The bit-mapped packages 
are Personal Graphics (the original CiickArt volume). Busi- 
ness Images, Holidays, Christian Images and Publications. 
They all cost $50 except for Christian Images, which costs 
$60 (God demands higher royalties, presumably). 

Business Images contains a zillion or more arrows, 
monetaiy and computer images, pieces of graphs, charts 
and frames, and flags, state outlines and minor office Items 
like paper clips and pencils. Holidays contains everything 
from turkeys and pumpkins to flag bunting, Easter bunnies 
and mentors. Arthur's favorite Illustration is one you could 
use for a party anytime during the winter (or for a formal 
party any time of year): 




very good 
feature 




very good 
feature 
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Christian Images contains one file of 93 crosses, another 
of 36 stylized signs (Prayer Group, In Memoriam, Announc- 
ing, etc.) and that just scratches the surface. Any church or 
religious group should be able to find what it needs for 
newsletters and flyers in this collection. Here's one of Arthur's 
favorites (it shows the world's most famous seder): 




The most recent ClickArt volume of bitmap images is 
Publications. Ail the images come both as paint files and in 
a HyperCard stack. If you use HyperCard, this is conve- 
nient, because HyperCard's Find feature can help you look 
for pictures, but it means you're only getting about 380K of 
art on an BOOK disk. Also included is T/Maker's new ClipOut 
desk accessory that lets you access any paint file from 
within whatever application you're in. 

Despite the short count on total art, Sharon thinks Fubli- 
cations is T/Maker's best bit-mapped offering so far. Here 
are a few examples: 



IHMUBBIilM 
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T/Maker's two sets of EPS clip art, called Business Art 
and illustrations, each contain four disks and cost $130. 

The images on Illustrations vary from the useful to the 
striking, like the bear shown below. Among the most use- 
ful things on these disks are individual drawings of the fifty 
states (we've shown Louisiana and Alaska, which look par- 
ticularly good with the drop shadow). 





The Business Art set contains beautifully-rendered im- 
ages of office items like staplers, scissors and tape dis- 
pensers, as well as borders and dingbats for memos and 
pictures of people and office equipment. 
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ft McPic 

Two oldies but goodies are volumes 1 & 2 of McPIc, Both 
volumes are filled with high-quality, general-purpose Im- 
ages, and come with the best idea-filled manual you'll find. 
Here are some examples: 




ft Japanese clip art (An) 

A Japanese company called Enzan-Hoshigumi has a se- 
ries of bit-mapped clip-art disks with Japanese subjects, 
(They also publish MacCaiiigraphy, described at the begin- 
ning of the chapter; both are distributed in the US by Qualitas 
Trading Co.) Here's an example from a disk of theirs called 
Year of the Dragon '88: 
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# Images with Impact! 

If Dubl-Click software defines the word quality for bit- 
mapped clip art (and it does), then 3Q Graphics defines it 
for EPS images. Each of its three coliections comes packed 
with useful images and a ciearly written, idea-filled manual. 

The Graphics and Symbols collection (two BOOK disks 
for $100) comes with a variety of images — a mime in vari- 
ous positions, for example, or a mail-carrier pigeon (shown 
below) In different poses, so you can use them to establish 
a theme in your publication. There are also collages on 
various subjects (food, travel, and a very busy neighbor- 
hood); they're made up of grouped images that you can 
ungroup and use individually. 



The second collection is called Business (four BOOK disks 
for $130), It contains people, occupation logos, comput- 
ers, office equipment and hands doing a variety of things — 
clicking a mouse, holding tickets, typing and shaking hands. 
Here are two examples: 



3G's final collection (so far) is Accents and Borders (four 
BOOK disks, plus a bonus fifth disk of color art, for $ 130). 




very good 
feature 
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They provide a wide variety of borders and accents like the 
ones shown below, many of which come in matched sets 
so you can design an integrated line of stationery, publica- 
tions or whatever. 













very good 
feature 



4 Image Club Digit-Art (Ati) 

image Club, many of whose excellent outline fonts we 
describe and display in Chapter 7, also offers a wide selec- 
tion of exciting EPS graphics on CD-ROM. There are fifteen 
collections of various sizes (ranging from about two megs 
to about five) at $ 1 00 each (you send them your money 
and they send you the code that unlocks them on the CD, 
so you can copy them onto your hard disk). Here are some 
of my favorites: 

Image Club also distributes photographic clip art in TIFF 
format; for more on that, see the last entry in this chapter. 
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4 Multi- Ad Services (aii/sza) 

If you've ever wondered how what you're doing will play in 
Peoria, there's an easy way to guarantee that it will do OK. 
Peoria-based Muiti-Ad Services offers two coliections of EPS 
dip art, and if th^ don't know how it will play in Peoria, who will? 

The first collection has a name that simply shouts re- 
finement and good taste: Kwikee In-House Pal Potpourri. 
Here are some samples from it: 
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Multi-Ad Services' second collection has a more restrained 
name: ProArt. it has pictures in six different areas — Business, 
Holidays, Sports, Pood, People, and Borders and Headings — 
each priced at $ 1.40. Here are some samples: 



4 photographs In TIFF format (aw 

image Club sells a CD of black-and-white photographs in 
TIFF format; they're scanned from the Focus library of stock 
photos. You're allowed to use the black-and-white images for 
free, as long as you include a credit line; if you want the color 
image, however, you have to negotiate a fee with Focus, 

veiy bad There are two problems with this approach. The first is 
that the gigantic "credit line," which is dropped out in black 
at the bottom of the image and contains huge white letters, 
is so intrusive, so dominant, that i can't imagine a case 
where you'd want the picture enough to put up with it. 
Whatever mood or graphic effect you were going for would 
be spoiled by it. 

The other problem is that, beautiful as these images are 
in full color in the catalog, they don't look ail that great 
scanned, in black-and-white, printed on a laser printer — 
even though each TIFF File takes up more than a meg. They 
would no doubt look a lot better on an Imagesetter — but 
you'd still have to deal with the credit line from heii, 

very bad Comstock, a stock-photo service in Hew York, also dis- 
tributes black-and-white TIFF scans of color Images on a 
CD. They don't have the big, ugly credit line, but then, they 
don't need one, because you're only allowed to use their 
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black-and-white images for in-house publications (noUces 
on bulletin boards, say, or internal newsletters) or for comps 
(detailed mockups you show to clients). For any other use, 
you have to buy rights to the picture. 

Being able to use the TIFF images in comps isn't that 
much of an advantage; you could do almost as well with a 
good photocopy of the image from the catalog. So what this 
realiy amounts to is Comstock selling you their catalog on 
CD. Still, for in-house use, it maybe worth having, so long as 
it doesn't cost too much. (I'd tell you what they're charging, 
but it doesn't say in any of the materials they sent me.) 
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Page layout programs 



4 page layout choices 



Professionals who need super-fine control over text and 
placement of graphics should use QuarkXPress (which Is 
called Quark by virtually eveiybody, even though that's the 
name of the company and not the program). It's also the 
only Mac page layout program that's specifically designed 
to Interface with the ultra-hlgh-end Scltex scanner, which 
makes It a must for many professionals. 



Like Quark, PageMaker (from Aldus) costs $800; It prob- 
ably has 90% of Quark's functionality (and that's probably 
the 90% you need). But there's more to a program than 
features; PageMaker's interface is simple and consistent, 
and it lets you do an amazing variety of things with very few 
tools. I've found it such a pleasure to work with that I 
recommend it to anyone who doesn't need Quark's special 
features. (For much more on these two programs, see the 
next entiy.) 




vcty good 
feature 



Ready,Set,Qo! ($500) has some fine-tuning controls lack- 
ing In PageMaker, and it lets you rearrange pages by dragging 
them around in a thumbnail view, (But it's missing many more 
important features and doesn't begin to compare to Page- 
Maker or Quark in power. — AM] 



(The new high-end version ofReady,Set,Go!, which is calied 
DesignStudio, has iots of features. It costs the same $800 
that Quark and PageMaker do, but it doesn t have their track 
record. It also implements style sheets in an idiosyncratic (and 
possibly problematic) way. — Byron Brown) 

Publish It! ($400 from TimeWorks), which used to be 
called Scoop, offers combined layout, word processing, 
painting and drawing. Despite its wealth of features, it's a 
small program, so you can run it on a 512e; it's also fast, 
so if you're working on a Plus with just a meg of memory, 
you might want to consider it. But its interface is. ..well. ..a 
little clumsy. 
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things 
to come 



I 

very 

hot 

Up 




important 

warning 



Springboard Publisher costs $200, although you can 
probably get it discounted for around $ 1 00, It's a good bet 
if you do fliers, brochures or simple, short newsletters. It's 
really aimed at ImageWriter output (although It doesn't say 
that anywhere explicitly). 

There's also a page layout program with a lot of promise 
that's waiting in the wings as 1 write this: Personal Press 
($300) from Silicon Beach. 

Remember — ^you don't need a iayout program to do ba- 
sic layouts, or even some fairly fancy ones. Most high-end 
word processors can do lots of tricks on a page, and graph- 
ics programs can do good layouts as well, if they don't run 
to too many pages, 

# PageMaker vs. QuarkXpress (Byron Brown) 

(PageMaker and Quark are among the most powerful, 
full-featured programs on the Mac. I've always been inter- 
ested in the reai differences between them, as have many 
people I've talked to. So I asked Byron Brown, who's had a 
lot of experience with both programs, to compare and con- 
trast them. Mis originai manuscript was 28 pages long! Even 
after editing it down, it's far and away the longest entry in 
the book. But these are important (and expensive) programs, 
and this is an insightful comparison, so I feel the length is 
well used. — AM) 

1 should begin by mentioning that, although 1 was able 
to spend a lot of time with the release version of PageMaker 
4,0, 1 had to review a beta version of QuarkXPress 3.0, 
with minimal documentation. But 1 have spent several years 
working with earlier versions of both programs on a wide 
variety of projects, (1 haven't done much work with color, 
however, so I won't cover that in this review. 

PageMaker and Quark represent two different approaches 
to page design, but they've been growing closer together. 
Version 3.0 of Quark joins PageMaker in using a paste- 
board — a storage and work area outside the page, the con- 
tents of which don't print out. 
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In PageMaker, the pages of a document are stacked on 
top of each other like a book or pad — you can see either one 
page or a spread (two facing pages) at a time. The paste- 
board Is the same for all pages and is big enough to store 
entire pages. If you want to move a graphic or a piece of text 
from one page to another, you can drag it to the pasteboard, 
go to the new page and drag it back in from the pasteboard 
(you can also cut, copy and paste in the normal way). 




very good 
feature 



Quark's pages aren't stacked like PageMaker's — they're 
laid out in a vertical column, either one or two across. This 
allows you to literally scroll through the document rather 
than turning pages; it also means you can see more than a 
single spread in reduced views. To move items between 
pages, you can simply drag them as the window auto-scrolls. 
(The pasteboard is a smaller area to the left and right of 
each page or spread, and is unique to it.) 



In PageMaker, you place objects on the page the way 
you do in actual, physical pasteup — stacking, overlapping, 
and moving discrete objects, completely independent of 
each other. If you draw a box around a text block or a 
graphic, it remains a separate object; to move them to- 
gether, you have to select both. There are no boundaries 
constraining the movement of objects — only column guides 
to contain text, or guides you can snap objects to. 

You size and position all objects — text blocks, graphics, 
lines or boxes — ^with the mouse. You can't position them 
numerically, by typing numbers in a dialog box. This is a 
surprising limitation, since another Aldus product, FreeMand, 
gives you both visual and numerical control — as does Quark, 
which takes a different approach. 

To create text or graphics in Quark, you begin by draw- 
ing a box that defines an area of the page that will contain 
the text or an Imported image. After creating this area with 
the mouse, you can redefine it numerically in a dialog box. 
This allows precise placement that's not dependent on the 
limitations of eye, mouse and screen. If you know the di- 
mensions you want, typing numbers is a lot quicker than 
measuring with rulers. 




very good 
feature 
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Boxes can have customizable borders called frames, 
which are linked with, and aligned to, the box's contents. 
Boxes can have a background fill of any color or shade. 
(PageMaker provides eight line thicknesses, but its lines 
and boxes are much less customizable than Quark's.) 

Quark lets you constrain any box or line to a larger box 
that surrounds it; that means you can't move It out of the 
larger box, but moving the larger box moves all the Items 
Inside it with it. This can be useful for putting captions 
within graphic boxes, for example. In addition to constrain- 
ing, you can group, align, space and/or lock objects. 
PageMaker has none of these features, 

PageMaker's drawing tools are similar to those in graph- 
ics programs, but Quark has no actual drawing tools, other 
than two for straight lines. Instead, you use graphic boxes. 
For example, to create a rounded rectangle, you draw a 
graphics box, define a border for it, and simply leave it 
empty. Unfortunately, if you don't put a graphic in it, the 
shape has a double line around it with a big X in the 
middle. These X's inside what are simply empty shapes 
can get distracting, even though they don't print out. 

Another difference in overall approach Is how the two 
programs handle master pages. In PageMaker, whatever's 
on the master page (or pages. If you specify right and left) 
is like the bottom layer of any individual page, and yet it's 
not accessible from that page. On any document page, you 
can mask master page items, and you can choose to not 
have any of them show, but to actually remove or change 
them, you have to go back to the master page(s). On the 
other hand, whatever changes you make to a master page 
are immediately reflected on all the document pages. This 
Is an important feature for long documents like reports, 
books and manuals. 

The major drawback to PageMaker's master page ap- 
proach is that you're limited to at most two master pages 
per document (right and left). This is especially limiting in 
book production. A chapter with several sections might 
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need a different head for each section, which means you 
either have to use a separate document for each section 
(which requires that each starts on a new page) or manu- 
ally add the heads on each page. 



Quark has always taken a different approach to master 
pages (formerly called default pages). Each document page 
is simply a copy of the default page, and any default item 
on it can be changed or removed at any time. In previous 
versions of the program, changes to the default page did 
not affect pages previously created (as In PageMaker). But 
in Quark 3.0, document pages are updated when you 
change the master page, can be assigned a master page 
before or after they're created, and can be changed from 
one master page to another after the fact. Even better, you 
can have over 1 00 master pages in any document. 




very good 
feature 



PageMaker also doesn't allow you to start automatic page 
numbering after the start of a document. This is bother- 
some in a book, for example, when you might want page 
number 1 to come alter several pages of front matter, Aldus 
suggests getting around this by making the front matter a 
separate document, PageMaker 4.0 does, however, have a 
Book feature for linking documents to generate tables of 
contents and indexes — ^something Quark can't do. But 
Quark lets you have different page numbering in different 
parts of a document. 

PageMaker has long suffered from a lack of basic word 
processing capabilities like spell-checking and search and 
replace. Version 4.0 will now do both, but requires that 
you first transfer the text from the normal page layout 
window to a separate Story Editor window (leaving a grey 
box in the layout window). 



In the Story Editor window, all text is one font and one 
size (which you specify) with no page breaks, paragraph 
formatting, tabs or other modifications visible. The window 
scrolls easily and text editing is simple and direct. Both 
spell-checking and find/change work well. (I found the 
spelling checker pretty primitive. — AH) 
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vc^ PageMaker still lets you have just one document open at 

a time (it must be the only remaining Mac program with 
that limitation), but the Story Editor can have many stories 
from a document open at once, and can open any story 
from any other PageMaker 4.0 document. This still isn't as 
good as several open documents, because you can't see or 
copy graphics or layout, but it's useful for copying text. It 
lets you preview stories before selecting them, or combine 
chunks of text from various places quickly. 

Quark keeps all of its word-processing, finding and spell- 
checking in the document window, and is remarkably effi- 
cient about scrolling through the document pages for finding 
and spell-checking. But it can't search or spell-check se- 
lected text only (PageMaker can). 

As you'd expect, both programs have sophisticated (and 
similar) paragraph and text formatting — except for 
PageMaker's tab dialog box. It does now let you set tabs 
numerically, and aligns the tab ruier with the left edge of 
the text block (unless that would put part of the ruler off 
the screen). Unfortunately, the ruler is a fixed length, which 
means you often have to scroll It when changing page view, 
which defeats the purpose of having it lined up over the 
paragraph in the first place. Quark's tab ruler is fixed at the 
top of the column and changes size with the page view. 

Quark 3.0 has something I've always longed for — auto- 
matic drop caps! Simple and smooth, this feature is a real 
gem, riot all of Quark's text handling methods are so effi- 
cient, however. When you apply a style to text, all localized 
formatting is removed (e.g., single words in bold or Italic), 
This can mean a lot of time spent redoing it if you have 
imported text from a word processor. 

Quark now has three floating palettes for streamlined 
document production. The Measurement palette has lots 
of very useful Information about whatever's selected — all 
editable, so you don't have to open dialog boxes. Library 
palettes can be filled with objects for drag-copying into and 
out of documents at any time. And a Document Layout 
palette contains small page icons — each just big enough 




vi^ry good 
feature 
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for a page number and a letter that identifies its master 
page. In this palette, you can create new pages, rearrange 
existing ones and reassign master pages to them. 

When you put a TIFF or EPS graphic in either PageMaker 
or Quark, it doesn't actually insert the whole graphic (if it 
did. the files would be gigantic). Instead, it notes where the 
TIFF or EPS graphic is on disk, and uses that when printing 
out. So if you go to a service bureau to print out on an 
imagesetter, you need to bring these linked TIFF or EPS 
files with you. To make that easier for you. both PageMaker 
and Quark provide a list of all the graphics linked to any of 
their files.. 

Another thing that's handy to have when you're outputting 
at a service bureau is a list of the fonts used in a document. 
PageMaker still can't provide this, but Quark can. You can 
even do global searches for a given font and change it to 
another. 

Both programs now offer kerning (closing up the space 
between letters to make them look better together). When 
the space is changed uniformly over a range of text (usually 
a line or more), it's called track kerning or simply tracking. feature 
Tracking lets you save a line by moving a word or two back 
up to the line above, or gain a line by spreading the letters 
in a paragraph ever so slightly to push the text down to an 
extra line. It's great for dealing with orphans and widows. 

Quark allows greater precision by allowing smaller ad- 
justments to the interletter spacing than does PageMaker. 
PageMaker 4.0 is the first version to offer track kerning, so 
people will still be happy to have it. but it's too bad its 
capabilities are limited. Both programs make it easy to 
apply tracking from the keyboard, but only Quark lets you 
know how much you've already tracked (which is helpful in 
making adjustments later). 

Quark 3.0 has a couple of clear advantages over Page- 
Maker 4.0. One is its ability to rotate text and graphics in 
.001° increments (with the mouse, or numerically). In 
PageMaker, you can only do that by 90° Increments, which 




very good 
feature 




very good 
feature 
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very good 
feature 


gives Quark a slight advantage in precision of 90,000 to 1 1 
(Being able to rotate text Is the one thing I miss most In 
PageMaker. — AM) Quark also lets you magnify any portion 
of the screen in 10% increments (up to 400%), which is 
useful when, say, 400% is too big and 200% is too small. 

So, given all this, which program should you use? Well, 
first let's compare them as design tools. Design requires the 
abiiily to experiment with different layouts, to make changes 
and to be spontaneous while working — in a word, fiexibiiity. 
Here PageMaker has tended to dominate. 

It remains an easier program to learn. The tools are 
simpler and more intuitive. It tends to feel cleaner and 
more fluid without all the boxes. Though it lacks a polygon 
or freehand tool, its graphic tools definitely provide more 
flexibility for simple drawing tasks like charts or simple 
shapes. For example, I was able to easily create the 
handicapped-accessible logo (a stylized icon of a person in 
a wheelchair) — ^something that would be next to impossible 
in Quark. 

Quark has not been considered a designer's tool in pre- 
vious versions, in part because it lacked drawing tools. 
This problem remains. And having to create a box before 
applying a new element to a page tends to stifle spontaneity. 
But you can now move objects as easily as in PageMaker, 
you can have many documents open at once and you can 
do a lot of things PageMaker can't (like rotate text). 

The other major area of page layout work is production. 
It requires efficiency, precise control of output, and short- 
cuts for repetitive activities. PageMaker has improved its 
resources considerably, but Quark remains dominant here. 
When I work with an already created design, I generally 
choose Quark, because it's so easy to spec my work. An 
example would be a book with a lot of photographs that 
each require an outlined box of a certain size in the layout. 
It would be a painstaking job to measure each of a hundred 
boxes with the rulers on the screen in PageMaker. If your 
work is more of this type, you'll save time by using Quark. 
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I also find that It's easy to automate activities In Quark 
by stringing its many keyboard commands together in a 
sequence with a program like QuicKeys. Quark also offers 
the option of using the third party add-ons called Xtenslons — 
these essentially allow major users to customize the pro- 
gram for specific purposes, and allow developers to 
collaborate with Quark to offer specialized features. This is 
part of the reason why Quark has been a big seller to news- 
papers and magazines across the country. 

A final subject to mention is technical support Quark, very bad 
which has been clearly oriented to high-end users like news- 
papers and corporations, charges $250 a year for support — 
much more than Aldus's most expensive plan — and doesn't 
even offer an 800 number. What's worse, their support isn't 
very good. SomeUmes I've been helped, but generally their 
tech staff has been unfriendly and not particularly knowledge- 
able. Often, 1 haven't even been called back when my ques- 
tion couldn't be answered on the phone. Other people have 
reported similar experiences with Quark. This is one of the 
most disappointing aspects of what is otherwise a fine program . 

Aldus has an 800 line for people who pay for the sup- 
port and I've found the staff friendly and responsive, with 
pretty consistent return calls for questions that couldn't be 
answered Immediately. 

Basic design tips 

ft Rule if / — break the rules (aiv 

Many professional designers would love to have you think ^ 
that there's a right way and a wrong way to design something. ^ i- 

That idea is not merely incorrect — it's absurd. Designs can't hot 
be right or wrong; they can only be better or worse. It's a 
subjective matter — although that certainly doesn't mean 
everybody's opinion is equally worth listening to. 

The tip>s in the next entry (and in the books described at 
the end of this entry) are all good, sensible, basic guidelines 




very good 
feature 





very good 
feature 
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to good design. But good design is, by definition, not boring 
(unless you think boredom is good). And yet it's easy to follow 
all those design rules and come up with something that makes 
phenobarbital seem like a stimulant. 

If 1 had to come up with a design rule, it would be: never 
use Times or Helvetica for anything. 1 think it's at least as 
universzil as any of the others you're about to read. But let me 
give you a more general rule — Fais ce que voudras (as my old 
buddy Frankie Rabelais used to say); Do what you want 

4 rule #2 — follow the rules (Rich woirson) 

If you don't have much of a design eye — and you 
realize that you don't — follow the rules. Times and Helvetica 
are eminently readable (nonsense. Helvetica is virtually 
unreadable as body text — AH) and have stood the test of 
time — they didn't become standards by accident. (They 
became standards because most designers — and their cli- 
ents — are afraid of their own shadows. — AW Using 'Times for 
body text and Helvetica for headlines is a safe, good-looking 
way to go (Weil, it's safe . — AH); their very unobtrusiveness 
lets the message get through, 

(A layout that's too elaborate is like a stained glass win- 
dow — beautiful, but hard to see through. Clear glass is boring 
to look at in itself, and you can see through it to other things. 
(And consider: clear glass took centuries longer to perfect 
than colored glass.) — SZA) 

4 basic design tips (c.j. weigand) 

Here are a few general design guidelines I've found 
useful. 

• Mixing more than three typefaces or styles on a page is 
something a professional designer will do only very rarely, 

• Use color to set your publications apart from others. Don't 
be gaudy. Spot color tastefully applied might be all you 
need to catch a reader's eye. In a market where color 
predominates, the absence of color can also be used to 
good effect. 
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• Leave plenty of white space to balance your 
compositions. A cluttered page is likely to be 
overlooked as being too "busy" to spend time with. 

• Organize your message around a dominant visual 
element. A single large headline or graphic can help to 
focus your readers' attention; several will probably 
confuse them. 

• Use subheads to break up your text and sustain interest. 
You can also separate large blocks of text by using well- 
placed pull quotes. Set them in a different font or type 
style from the main text. 

• Additional emphasis can be given to text and graphics 
by accenting them with boxes or frames. Drop caps can 
further heighten interest, but should be used sparingly. 

• Design facing pages together. Two pages that look 
great separately can clash terribly when placed next to 
each other. 

• Above all, be consistent. Consistency lends credibility 
to your message. 
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it Looking Good in Print (Steve Schwartz) 

Thanks to desktop publishing software, millions of people 
now have the tools to create gaudy, unbalanced publica- 
tions full of klutzy layouts and mismatched fonts. Just as 
easy-to-use financial software won't Instantly make you a 
CPA, accessible desktop publishing tools won't magically 
give you taste. 

A book called Looking Good in Print, by Roger C. Parker 
($24, from Ventana Press), can help. It does a good job of 
covering design essentials, offers help in selecting type- 
faces and provides hints for effective use of the tools of the 
trade. Its heavy use of graphics makes it a quick read. 

Although this book starts you thinking along the right 
lines, don't get the Impression that knowledge of a few rules 
(coupled, of course, with a lot of creativity and imagination) 
will make you a good designer. If you're serious about leam- 
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ing design, treat Looking Goodin FWnt as a jumping-off point 
to other reading and training. As that, it's quite good. 

4 The Makeover Book 

The Makeover Book ($ 1 8 , from Ventana Press) is sub- 
titled 101 Design Soiutions for Desktop Fubiishing. I didn't 
count the examples, but there are plenty of them. The book 
is divided into sections — brochures and fliers, advertise- 
ments, business correspondence, etc. — each of which con- 
tains general guidelines and lots of before-and-after layouts. 

Many of us are willing to admit we can't draw a straight 
line, yet few seem willing to admit we can't lay out a good 
page, Qet this book even if you can lay out a good page — 
it will teach you to lay out a better one. 

PageMaker tips 

# selecting near guides (sza/aw 

^ You may sometimes have trouble selecting something when 

m 1 a guide is right next to it (or, even worse, right on it). To get the 

object and not the guide, hold down while clicking on it. 

Up 

# selecting layered objects 

When you have elements lying on top of one another, use 
a |~¥1-click to get beneath the one on the top (it selects the 
next one down). To get the next item down, (ITkilick again. And 
so on, (Once a buried item is selected, you bring it the top of 
the pile permanently with the Bring to Front command.) 

4 crowded text blocks (aw 

When several text blocks are all in the same area, you 
may have trouble selecting the one you want. One trick is 
to grab them at the sides. You can facilitate that by making 
one flush left, another flush right, a third centered, and 
stretching their widths so that they extend onto different 
areas of the pasteboard. Of course this approach is only 
practical for blocks where the text is all on one line. 
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4 Send to Back and deselecting (An) 

When you send an object to the back, PageMaker should 
deselect it. But, annoyingly, you have to click somewhere 
else to do that. (After all, why would you ever want to send 
something to the back and keep it selected? Even if you 
can think of a few bizarre examples, what would you nor- 
mally want to do?) 



4 some useful keyboard shortcuts (am) 



Here are a few of the more useful commands that aren't 
covered in other entries. Commands listed on PageMaker's 
menus or common to many other Mac programs aren't listed. 



shortcut 



triple-click 
(with I-beam pointer) 

[Option! 3€ rFI 
(with I-beam pointer) 

[Shift! 

(while dragging on 
graphic handle) 

[Shift k lick 
(on graphic handle) 



select paragraph of text 
insert automatic page number 
resize proportionately 

return graphic to proportional 
shape after distorting 



4 keyboard tool shortcuts 



You can select any of PageMaker's tools from an ex- 
tended keyboard by using [Shift! and the function keys: 
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These commands work even when the tool palette is 
closed. Unfortunately, you can't do them comfortably with 
one hand — ^which means you have to take your other hand 
off the mouse. The solution? Create one-handed macros 
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for the tools you use the most like the arrow and text tool. 
1 use F5 (unshifted) for the arrow and F6 for the text tooi. 

With 4.0 you can toggle between any tool and the pointer 
tool bv presslna 1 §8 1 spacebar |. Avoid holding down the two 
keys or else you will get a strobe effect between the two 
pointers with no way to tell where you will end up. Also, if 
you are going from the text tool to the pointer, make sure 
you don't hit the 1 spacebar | ahead of fWl or you will add a space 
where you may not want it, or worse, lose selected text. 

4 seeing what you're moving 

When you drag something in PageMaker, what moves is 
an outline of the item; when you stop dragging, the item 
itself appears in the new position. But when you're trying to 
align something exactly (to the baseline of a line of text, 
say) or when it's a graphic you're moving (whose outline 
will be rectangular no matter what the actual shape of the 
graphic Is), the outline isn't good enough. 

To drag the item itself instead of its outline, pause for 
about two seconds between pressing the mouse button 
and starting to drag. When the pointer changes from an 
arrow to a cross with arrows at the end of each arm, the 
Mac is ready to show you the actual Item when you drag. 


1 
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4 centering objects on each other (An) 

PageMaker desperately needs, but doesn't have, a com- 
mand for aligning objects to one another (the way most 
draw programs do). Aligning the edges is easy — ^you just 
pull a guide to the edge of one and drag the other objects 
to it. But centering them is trickier. Here's how to do it: 

When you select a text block, a graphic or a drawing in 
PageMaker, eight selection handles appear on it — one in 
each comer and one in the middle — aha! — of each side. Just 
pull a guide to that middle handle, and then align the middle 
handles of the other objects to that same guide. (This trick 
won't work with lines, since they only have two selection 
rectangles, one at either end.) 
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4 masking (An) 

Eveiy PageMaker expert I know uses masking but many 
beginning users don't know about it It couldn't be simpler — 
when there's something on the page that you don't want it's 
often easier to cover it up than to by to remove it. To do that 
you draw a rectangle or an oval and place it over what you want 
to erase. 'ITien go to the Element menu (in 4.0) and select Paper 
under Fill and lione under Une. In PageMaker 3 you will select 
Paper from the Shades menu and TYoneftom the Line menu. 'The 
rectangle or oval will disappear, and so will what's behind it 

4 measuring an object's size (An) 

You can't point to an object (graphic, text box, what- 
ever) in PageMaker and get its size (a major defect in the 
program). But when you move an object, "whiskers" that 
correspond to its edges show up on the rulers. Another 
way to measure an object's size is to drag guidelines to 
each of its four edges and see where they point to on the 
mlers. Both these methods involve subtracting one ruler 
amount from another — ^which can be a pain. 

The best way to measure an object is to drag the zero- 
zero point (from the intersection of the left and top rulers) 
to the left top edge of your object and then put the pointer 
at the right bottom edge and see where the whiskers are on 
the rulers. 

4 page-tuming shortcuts 

The number of page icons that appear at the bottom of 
your window depends on the size of the window (and 
therefore on the size of your screen). When there are more 
pages than there's room for icons, scroll arrows appear at 
either end of the page icons: 
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Ishint -clicking on either scroll arrow moves the icons by 
groups of six. For example, a I shift | -click on the right arrow 
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of the icon group shown above would scroll it so that pages 
7 through 23 were displayed. 

[^clicking on the left scroll arrow displays the icon for 
the first page of the document; falclickinq on the right scroll 
arrow displays the icon for the last page. 

1 36 iTabl moves you to the next page or spread and 
Ishifti 3€ iTabI to the previous page or spread. These com- 
mands work even when you have the horizontal scroll bars 
turned off (which makes the little page icons at the bottom 
of the screen disappear). 

# the go~back-to-!ast-page command 

To move back to the last page or spread you were work- 
ing on, hit ®[1], which opens the Qo To Page dialog box, 
and then immediately press [Return] , which presses the OK 
button. (If you do it immediately, the Mac won't even bother 
displaying the dialog box.) 

This works because the Qo To Page dialog box always 
suggests as a default the last page you were on before the 
current one. So if you were working on page 6 and then 
went to page 20, the dialog box would come up with a 6 in 
its text field. (This tip does not work in version 4.0.) 

ft nipping to Fit in Window 

When you return to a page, it's displayed in the same 
view and position as you left it. If you want to see it in Fit in 
Window view no matter how you left it, hold [ snin I while you 
click on the page icon. 

# clicking between page views 

No matter what view you're in, an [option] as j -click in the 
window will return you to Actual size. If you're already in 
Actual size, [option] §§ 1 -click puts you in Fit in Window view. 
This means you can easily toggle back and forth between 
Actual and Fit in Window view. 
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I Shitt I Option r^ click puts you into 200% and/or toggles 
you between Actual size and 200% view, 

ll 400% view (Ati/szA) 

The 400% page view is listed on the menu in PageMaker 
4.0, but there's also a way to get it in PageMaker 3: hold 
down [Shin] as you choose 200% size from the View menu. 

(The changed command won't show up in the menu when 
you hold down I shift) , as it should, but it will still work.) 

To give yourself a keyboard equivalent for this com- 
mand, make a macro (with Apple's MacroMaker or any other 
macro utility) and assign to it— or whatever you want, 

but is easy to remember. 

# viewing the whole pasteboard (c.j. wdgand/szA/Aii) 

There's a special command that's still not listed on the 
menu in PageMaker 4.0. If you hold I shift | as you choose Fit ^ 
in Window, you'll get a view that includes the entire paste- /TJt 
board. This makes it easy to drag graphics and text in off 
the pasteboard and onto your page, (Here again, the 
changed command won't show up in the menu when you 
hold down [shift] , but it still works.) 

If you create a macro for this command, you might want 
to assign it [Option I ge Iw] (because its parent command. Fit in 
Window, is ). 

ft the grabber hand 

You don't have to use the scroll bars to view different 
parts of the page you're on — there's a grabber hand you 
can use to slide the layout around in the window. To make 
it appear, you hold down [option] and press (and hold) the 
mouse button. (This is one of PageMaker's few design flaws. 

The nght way for this to work is to have the hand appear as 
soon as [Option! is pressed, not after the button is pressed.) 
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# slide shows 

To see a "slide show" of your document hold [shift] while 
you choose Go To Page. PageMaker will display each page 
(or spread if you're viewing facing pages) on the screen for 
about four seconds. To stop the show, just click anywhere 
with the mouse. To speed It up a bit turn off the Rulers 
first— time won't be wasted redrawing them eveiy time a 
new page is displayed. 



4 customized thumbnails 

You can print out pages in miniature with the Sca//ng option 
in the Print dialog box, but that only gives you one miniature 
page per sheet of paper. Or you can choose the Thumbnails 
option, and get as many miniature pages per sheet of paper 
as you specify. But to miniaturize just the specific pages you 
want, to just the size you want, and to be able to Insert them 
into other PageMaker documents, use this technique: 

For each page you want to miniaturize, use the Print 
command and specify that page. Then hold down I option] 
while you click the OK button (in 4.0 click on the PostScript 
button). This brings up the PostScript Print Options dialog 
box below (the box Is a little different in 4.0): 



PostScript print options 

^ Doiunload bit-map fonts 
^ Douinload PostScript fonts 

□ Use default paper tray 

□ Iasi error message 

□ Make fildus Prep permanent 

S Print PostScript to disk: O Normal (•) EPS 

□ Include HIdus Prep [ Set file name... 



Cancel ] 
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Save the pages as EPS files. Then you can use the Place 
command to put the EPS files of your pages back into any 
PageMaker document and make them any size you want. 

4 sticity page number settings 

Virtually all Mac software resets the page range in the 
Print dialog box to All after each Print command, and also 
resets the number of copies to 1. But PageMaker has an 
annoying habit of remembering the page numbers you 
specified in the From and To boxes the last time you 
printed. So if you're used to following fHF| with an im- 
mediate I Return I , you'll have to break the habit when you're 
using PageMaker. (To add insult to injury, PageMaker's 
downloading of fonts on a per-page basis drags out the 
print operation, so printing the wrong set of pages is even 
more time-consuming.) 

(Although I'm very much in favor of all Mac programs 
following the standard Mac interface, I think sticky page 
numbers should be the norm. It's much easier Just to click 
on All when that's the page range you want, than to have to 
repeatedly type in page numbers — as you would, say, if 
you were futzing with a couple of pages trying to get them 
right. PageMaker's approach takes some getting used to, 
but I prefer it. — API) 

4 how PageMaker handles fonts (An) 

After PageMaker prints a block of text (in other words, by 
the end of each page at the latest), it's supposed to flush the 
fonts it used out of the laser printer's memory. This should 
mean that you can have as many fonts in a block as most 
applications let you have in a whole document. In practice, 
however, PageMaker doesn't seem to be able to handle more 
fonts than other programs, and it doesn't seem to flush 
them out at the end of each text block either. 

When 1 was printing out the outline font sampler in 
Chapter 7, the printout was interrupted each time by 
messages saying that the printer had no more room for 
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fonts. But all 1 had to do was start printing again at the page 
after the last one to come out of the printer, and everything 
would be fine, (it usually took me three print commands to 
get the whole chapter.) The implication is that there were 
residual fonts (or residual something) in the printer after a 
text block was finished, but that weren't there when I gave the 
print command again. This isn't how it's supposed to work. 

Another problem with PageMaker's approach to fonts is 
that it slows down printing, since the fonts have to be 
downloaded to the printer anew at the start of each block. 
One way around that is to manually download all the fonts 
you commonly use before you start the job. That's worth 
the trouble if you're printing a fair number of pages and/or 
documents in which the same fonts (or many of the same 
fonts) will be used. 

# style name markers 

When a name in the Style palette is followed by an aster- 
isk, it means the style was imported from a word process- 
ing document. When the name is followed by a plus sign, it 
means the selected paragraph was defined as that style 
and then "overrides" were applied (additional formatting 
beyond the style definition — like tabs, say). A style can, of 
course, have both an asterisk and a plus sign after its name. 

# the Edit Style dialog box 

To go directly to the Edit Style dialog box for a style, 
click on its name in the Style palette, 

# preserving special formats when applying styles 

When you apply a style to a paragraph, its font and size 
are automatically applied to the entire paragraph — even if 
you have some characters in it that are formatted differ- 
ently (like [Return I and in this paragraph). To preserve the 

special font and size formatting, [shift [ -click instead of 
double-clicking. 



Cfiapter 14 — (Page [auout 



763 



# copying tabs and indents (Jeny szubin/szA) 

To copy tabs and indents from the first paragraph in a ^ 
selection to all the other paragraphs, choose Indents/tabs from ^ 

the Text menu. The tabs and indents in the first paragraph 
will be displayed in the dialog box. Now just click the OK 
button (don't do anything else). 'These settings will be applied 
to all the selected paragraphs. 

To copy tabs and indents from one paragraph to para- 
graphs that don't follow it, copy part of the original paragraph 
and paste it at the top of the paragraphs you want to change. 
Select all the paragraphs, use the Indents/tabs trick and then 
delete the pasted paragraph (or piece of a paragraph), 

4 page number reminder (c.j. weigand) 

If you're having trouble getting automatic page number- 
ing to work, make sure the leaps Lock) key is up. If it's down, 
nothing will happen when you type I option I §e fp] . 

4 special spaces 

PageMaker lets you use four special kinds of nonbreaking 
spaces — ^spaces that "glue" words together so they won't 
be split at the end of a line. 

The em space is as wide as the point size you're using. The 
en space is half the point size. The thin space is one-quarter 
the point size. The fixed space is the size of a normal space in 
the font and size you're using. Here's how to get them: 

em space [Shinl 3S 1 m| en space I Shift I se ITT] 

thin space [ Shift 1 36 1T| fixed space I Option I spacebar! 

4 kerning (An) 

To kern a pair of characters (i.e., bring them closer to- 
gether), use I §6 1 Delete I . They'll move by 25ths of an em. Or 
use [ Option! Delete I and they'll move by lOOths of an em. To 
move the characters farther apart (also by 25ths of an em), 
hit I Shift I 96 1 Delete) , and | Option | Shift! Delete! for lOOths of an em. 
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Since an em is the same number of points wide as the 
font you're using is high, the larger increments will be one 
point with 25-point type, a half-point with 1 2-polnt type, a 
quarter-point with 6-point type and so on. 

4 changing point sizes 

To Change the point size of text from the keyboard, use 
I Shift I % f7l to make it smaller and IshUtl se f71 to make it 
larger. (The commands make sense when you realize the 
other characters on those keys are the less than ( < ) and 
greater than ( > ) symbols.) 

As in many Mac applications, this changes the size of 
the text to the next available size shown on the menu. 
(Mote: Unlike most other programs, PageMaker 4.0 displays 
11 -point as a standard size on its font menu.) To change the 
point size by increments of one point instead, use 
[Shift I Option rUTTl and [shift I option! ae f7| . 

My friend Adrian Coblentz points out that using the pub- 
lic domain utility Period-Comma (which lets you type peri- 
ods and commas even when the [caps lock! key is down) 
keeps the one-point-size-at-a-time option from working. 

4 temporary text flow modes 

You toggle between automatic and manual text flow by 
checking and unchecking Autofiow in the Options menu. 
To temporarily override the menu setting, hold (3 when 
you're ready to flow the text. The pointer icon changes to 
show the new flow mode. 

4 semi-automatic flow 

When Autoflow is on, a click starts the text flowing onto 
as many pages as necessary. A click without Autoflow 
(manual flow) flows the text to the bottom of the page or 
column. PageMaker also provides sem/-automat/c flow — the 
text flows to the bottom of the page or column, as in manual 
flow, but the pointer remains loaded with text. Instead of 
turning into the selection arrow. 
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To use semi-automatic flowing, hold I Shift I when the 
pointer is loaded with text — the pointer changes to the semi- 
automatic text flow icon, no matter which mode you were in. 

/ex/ icons 




manual 



lui automatic 



f[^ semi-automatic 



# cancelling Autoflow 

You can stop an Autoflow operation at any time by just 
clicking the mouse button. This doesn't undo the operation, 
however — whatever's already flowed into the document 
stays there, 

4 placing from the Scrapbook 

The Place command lets you choose the Scrapbook as 
the document to be placed, so you can use the graphics on 
each of its pages without having to move back and forth 
between PageMaker and the Scrapbook, copying and past- 
ing each page individually. You place the Scrapbook just 
like any other file: choose Place... from the Rle menu, open 
the system folder, and doubleclick on Scrapbook Pile. 

You'll get a special Scrapbook pointer, with a number in 
it that shows how many pages are in the Scrapbook. Click- 
ing anywhere in the document pastes down a page of the 
Scrapbook (the top page is pasted first) and the number in 
the pointer changes to show how many pages are left. 

# deleting a linked text block 

If you have a "story" (i.e., text) running through multiple 
text blocks and you want to remove the middle text block 
without losing any of the story, don '/select the middle text 
block and delete it — all its contents will be lost, and while 
the first text block will then be linked to the third, all the 
material in between will be missing. 
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Instead, close the middle text block by dragging its bot- 
tom border all the way up to the top border, so that the two 
of them together make a single line on the screen. Click 
anywhere on the screen and the line will disappear. Your 
first block will be automatically linked to the third (which 
will now be the second), with no text lost. 

4 delaying text rewrap around graphics 

As soon as you change border on a graphic, text is auto- 
matically rewrapped around the new shape. If you're making 
several adjustments, waiting for constant rewraps can be 
annoying. To delay the text rewrap until you're finished 
futzing with the borders of the graphic, hold the I spacebar | 
while you drag them. 

4 spreading a list without tabbing (Byron Brown) 

There's a new alignment command in PageMaker 4.0 called 

Force Justify; it lets you spread text out to fill a line. If there's 

just one word on the line, it puts spaces between letters; if 

there's more than one word, it puts spaces between the words. 

$ 

This feature has a valuable side effect. In certain lists, 
you may want items flush left to one side of the column (or 
to one margin) and other items flush right to the other side, 
so that they'll look like this: 

Hamlet Richard Chamberlain 

Ophelia Sissy Spacek 

Claudius Sting 

You can set this up with a right tab at the right margin and 
tabs between the items (which is how you'd do it in Page- 
Maker 3.) But Force Justify provides a quick alternative, with- 
out any tabbing. 

There's only thing you need to remember: If there are two 
or more words on either end of the split, put a fixed space 
( I Option I Spacebar I ) between them. That way they won't be 
spread, and all the space will be put in the middle of the line. 



Cfiapter 14 — Tam (ay out 



7G7 



# spreading text to a specific width 

As mentioned in the previous entry, PageMaker 4's Force 
Justify command spreads text out eveniy over the width of 
a line. Here's the trick for doing that In PageMaker 3: 

First, justify the line you want to spread. Then type a 
space between every letter and two spaces between every 
word. Then type a space after the last word in the line and 
hold down any letter key; let it repeat until the length of the 
"word" you're typing is too long to fit at the end of the line 
and its moved down to the next line. (Before that happens, 
the characters on the line will squeeze together to try to 
make more room for the word.) The operation looks some- 
thing like this: 



i Vbid where jwohibited 

|Void where prohibited 

iVoiid where prohibited aaaaaaa 

I Vo id where prohibit edaaaaaaaaaaaaa 

[Void where prohibited 
i aaaaaaaaaaaaaa 

Once the nonsense word Is wrapped down to the next 
line, the words you formatted with the extra spaces are 
spread across to fill the width of the line. Just move the 
window shade (the bottom border of the text block) up to 
hide the nonsense word, and the text will be evenly spread 
across the line, 

# shrinking PageMaker files 

PageMaker files get larger as you work on them, be- 
cause PageMaker simply appends all your changes to the 
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existing file when you save it, instead of resaving the ed- 
ited file on top of the original. To shrink a PageMaker file 
down to a more reasonable size (sometimes you can cut its 
size in half, or more), choose Save As... instead of Save. 
Use the same filename, so the old file will be replaced by 
the new, smaller one. 

4 speeding up loading (steve Michei) 

One possible reason PageMaker takes so long to load is 
that it's searching for its spelling and hyphenation dictio- 
naries. (It takes a long time no matter what, but this can 
make it take longer.) It looks first in the system folder, then 
in the folder named PageMaker and finally in any folders 
within the PageMaker folder. Putting both dictionaries in 
the system folder will speed up loading significantly. 

4 getting out of buried dialog boxes (Byron Brown) 

PageMaker 4.0 has many dialog boxes within dialog boxes 
which can get pretty tedious getting out of. Fortunately 
there is a shortcut for getting out: if you simply want to 
close all the boxes as if you were clicking OK In each, hold 
down the I option I key as you click the first OK and they will 
all be closed at once. You can also type [ option} Return) from 
the keyboard. 

ft mail merge 

Carol Aiton, a friend who practically lives in PageMaker, 
brought this terrific technique to my attention. You can do 
a kind of mail merge in PageMaker that's really useful when 
you want to personalize mailers or other single-page docu- 
ments (assuming you're not doing too many of them). 

The names and addresses need to be in a word proces- 
sor or database file that PageMaker can access with its 
Place command. Each "mailing label" should have the same 
number of lines, although you can adjust that later in your 
document if you have to. 



Cfiapter 14 — (Page Cayout 



769 



next, create a master page that has everything on it you 
want except for the personalized info (leave a space for 
that), now for the tricky stuff: 

• Redefine the page margins in the Page Setup dialog box 
so that they surround the area for the personalized 
information. In the illustrations below, the gray lines are 
the original and redefined page margins. 





• Use the Place command to load the information from 
the file you created. 

• Turn on Autoflow in the Options menu. 

• Click on the first page. PageMaker will flow the text 
from the file, creating pages as necessary to hold the 
information. 

• Change the page margins back to their original settings, 
so they contain the entire original page again. (This 
illustration shows the reset page margins after the text 
pour, with the personalized information inserted.) 
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4 a threesome with a problem 

Try to run PageMaker 3.02 on a Ilci with Apple's portrait 
monitor (using the cl's built-in video card) and you're in for 
a lot of problems. Text looks fine on the screen but prints 
out with weird spacing — gaps and overprintings. 

The apparent problem is the combination of the video 
card and the Aldus Prep file for printing (I'm not sure who's 
at fault here). According to Aldus, the two together some- 
how think they're dealing with an 80-dpi monitor instead of 
a 72-dpl monitor. 



PageMaker 4.0 probably contains a fix for the problem, 
but we don't know anyone who has an Apple portrait moni- 
tor, so we haven't been able to check it out. The workaround 
for version 3.02 is to use Apple's printer drivers Instead of 
Aldus's. (Of course, if you do that, you lose the extra print- 
ing area and features the Aldus driver provides.) 




adapted from a Japanese vJoodcut By Steve (Price 
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Telecommunicating 

4 telecommunicating on the Mac (An/oc) 

Telecommunications (transferring information between 
computers over telephone lines) has a reputation for being 
one of the least friendly areas of personal computing. That's 
because, all too often, it is one of the least friendly areas of 
personal computing. But communications (as it's also called) 
can be tremendously exciting, useful and fun. If you get 
the right software, it can even be easy to learn. 

You can telecommunicate directly with a friend's com- 
puter (it usually makes little difference whether it's a Mac 
or PC, or even something else), or with a bulletin board 
system or information service (both described in their own 
section below). When you do the latter, sending a file to the 
distant computer is called uploading, and retrieving a file 
from the distant computer is called downloading. 

Telecommunicating on the Mac tends to be a little easier 
than on other computers. Many standards have emerged, 
and most Mac programs walk you through whatever 
nonstandardlzed decisions remain. 

4 telecommunication basics (sza/ah) 

To telecommunicate, you need a modem (MOErdum). 
This small piece of hardware lets you hook up your com- 
puter to a phone line and transmit data over it. The name is 
short for modulator-demodulator; on the sending end, it 
modulates (changes) your computer's digital information 
into sounds, which then travel over telephone wires; on 
the receiving end, it changes the sounds back into digital 
data again (demodulates them). 

Hooking up a modem is a cinch — there's a power cord 
to plug it in, a cable to connect it to the computer (unless 
it's an internal modem, of course) and a jack that connects 
it (by means of a regular telephone wire) to the phone jack 
in the wall. Since you probably have a single phone line for 
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both the modem and a phone, there's a second jack on the 
modem to hook the phone into. 

There's a de facto standard for modems, which is that 
they should be Hayes-compatible. Hon-Hayes-compatible 
modems are virtually worthless (as Arthur discovered when 
he tried to sell one). Few people we know have actual Hayes 
modems, however; most get less expensive brands that use 
the same protocols (a set of standard procedures that con- 
trol how information is transmitted between computers). 

You also need communications software to set vari- 
ables like the rate at which the modem transmits data, and 
to tell the modem how to dial out and receive calls. Com- 
munications programs can be general-purpose or they can 
be adapted for a specific Job, like the software that's de- 
signed to connect you with the America Online information 
service and that's provided by them as part of their package. 

The bad news is that most telecommunications terms 
are carryovers from the less friendly days of early computers. 
Even the barebones communications module in Microsoft 
Works has a dialog box that looks like this: 



Communications Settings: 

Type: (i)nv O UT-100 O UT-52 □fluto-uirap □ NeuiLlne 

Baud Role: 0 300 O 2400 O 9600 Delete Key Means: 



® 1200 0 4000 O 19200 



O Delete 
® Backspace 



Data Size: ®BBits 0 2 Bits 

Stop Bits: ®10it 0 2 Bits 



Number of screens: 




Parity: ®None O Odd OEi^en 

Handshake: ONone ® llon/Hoff O Hardware O Both 

Phone Type: ® Touch-Tone® OHot’^iyOial 

Line Delay: |o [ Character Delay: 1 0 | 

Capture Tent IJJhen Document Opens 



Connect To: 




[ Cancel ) (f OK | 



The good news is that, with the exception of the baud 
rate (described in the next paragraph), you can usually Just 
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leave the default settings suggested by your program and 
everything will be fine. 

The baud rate is the speed at which the modem sends 
and receives information. When you're connecting directly 
to another computer over the phone, you have to make 
sure both modems are set to the same baud rate, but when 
you call an information service, it will notice what baud 
rate you're using and match it (if it can). Most modems are 
capable of handling their own top speed as well as anything 
below that; for example, a 2400-baud modem can work at 
2400, 1200 and 300 baud. 

Even when both computers are using the same baud rate, 
one or the other of them might receive information faster 
than it can handie it (it might need to pause to write information 
to the disk, for example). This situation is controlled by es- 
tablishing a handshake with the other computer. 

A common handshaking protocol is called XOM/XOFF, 
in which an off signal is sent to the other computer to 
temporarily stop the flow of information and an on signal is 
sent to resume it (the Xstands for transmit). When you can't 
estabiish a handshake with the other computer, you can 
establish a standard delay after each character and line, 
specifying how long a pause there should be before the 
next one is transmitted. 

Data size and stop bits have to do with the chunks of 
information you send. Most programs expect eveiy character 
(every byte, in other words) to be eight bits long, but some 
use only seven bits. A stop bit marks the end of one byte 
and the beginning of another. 

Parity is a way of checking that the other computer re- 
ceived exactly what you sent. Since there are better ways 
to check this, most telecommunications transmissions use 
no parity at all. 

You can telecommunicate in reai time — which means that 
what you type appears on the other person's screen as you 
type it, and vice versa. (Most communications programs let 
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you store everything you see on the screen to disk, so you 
can review it later.) You can also communicate in real time 
with a bulletin board or information service, where there's 
no human on the other end but everything you send and 
receive stili appears on the screen. 

But most of telecommunications involves file trans- 
fers— something goes directly from your disk to the other 
computer, or from the other computer to your disk, and 
you don't see anything on the screen except a report as to 
the status of the transfer (how much time is left until it's 
finished, and/or how many bytes have been transmitted). 

Some communications programs include a basic pro- 
gramming or scripting language that lets you automate your 
telecommunications sessions. The next entry describes one 
of them. 

4 Microphone (An) 

1 used to hate telecommunicating for the same reason 
I'd hate trying to communicate in Urdu — 1 simply didn't 
know the language. That's why 1 like MicroPhone. It trans- 
lates a lot of telecommunications jargon into English and 
makes it possible for me to do what 1 need to without a lot 
of effort. (Now if 1 could only find a good Urdu grammar.) 

Microphone 111 is coming soon, and may even be out by 
the time you read this. But even Microphone 11 has a lot of 
power (it should, for $300), It works in the background 
under MultiPinder and supports transmission protocols that 
greatly increase file transfer speeds. 

As Dale Coleman put it, MicroPhone walks the thin line 
between maximum power and maximum user friendliness. 
Both strengths are obvious in its script feature, which 
records your every move in a short program you can then 
install on the menu as a command, as a button at the 
bottom of the screen, or both. 

For example, you can devise a very complex script that 
calls several bulletin boards and information services in 
the middle of the night (when rates and usage are low) and 
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uploads and downloads files based on any number of con- 
tingencies. To initiate this flurry of activity, all you have to 
do, once the script is written, is click on a button or choose 
a command from a menu. 



4 FreeTerm (Chris Alien) 



FreeTerm is a simple, free communications program for 
connecting with BBS's and information services. Many user 
groups have been recommending FreeTerm for beginning 
users since the mid-80's. Written by Bill Bond, it dials your 
information service and lets you interact with it and send 
and receive Mac files. No macros, no fancy emulations, no 
graphics— just a good, basic program. 




4 Stutflt (An) 



Stufflt is a virtually indispensable utility developed by 
Raymond Lau while he was still in high school, it compresses 
files, making them an average of 25-30% smaller, so it 
take less time to transmit them, it also combines them into 
one document, so you can send several all at once. Then it 
reverses the process and unstuffs them at the other end. 

This file compression can be really significant if you're 
paying long-distance charges or information service access 
fees (even if you're not, the shorter transmission times are a 
boon to 'I>'pe-A personalities). File compression is also useful 
for saving disk space when you're meiintaining archives. 

if you ever telecommunicate, you need to have Stufflt. 
For $15, it's an incredible bargain. A commerciai version, 
called Stufflt Pro, is coming out soon, but the old shareware 
version may be all you'll need. 4 




vcty good 
feature 




4 E-mail (Charles Rubin) 

Anybody who has a computer and needs to send stuff to 
anybody else with a computer should be on an E-mail system 
(the name is short for electronic mail). Once you realize you 
can send your stuff to someone else in a few minutes instead 
of a few days, you'll be hooked. Some of the more popular 
systems are CompuServe, America Online and MCI Mail. 
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(Because I dread having another thing to do each day, I 
used to avoid E-mail systems. 1 was afraid that if I had E- 
mail accounts, I'd have all kinds of people sending me 
notes and being offended when I didn't have the time to 
respond. (I can't even get around to answering regular snail 
mail — whatever of it gets to me.) But to transfer the chap- 
ters of this book among Sharon, Byron and me, I opened 
accounts on AppleLink (which is only for Apple dealers, 
developers, universities, user groups, etc.) and America 
Online (which is open to all Mac users). Both are described 
in the section on information services below. 

The main advantage, since Sharon lives three time zones 
away and 1 tend to work odd hours, is that the other people 
don't have to be around (and awake) when I upload or down- 
load something of theirs, and I don't have to be around (and 
awake) when they upload or download something of mine. 

/ still worry about getting mail I don't have time to re- 
spond to, so I didn't use my own name on America Online 
(AppleLink doesn't give you that choice). And I don't use 
either of them for anything but E-mail. But for that, they're 
both really convenient, and have saved me a fortune in 
Federal Express bills. — AM) 



4 MCI Mail (Charles Rubin) 
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MCI Mail lets you send E-mail to other MCI Mail, 
CompuServe or Telex users (as well as several other sys- 
tems); it also will convert your computer messages to paper 
and have them delivered overnight or by regular USPS snail 
mall (the advantage In that case being that the letter starts 
off in the destination city rather than where you live, which 
gives it more of a fighting chance). Even better, you can 
have your messages printed out on any Group 3 fax ma- 
chine in the world (for 500 for the first half page and 300 
for each additional page). 

You address mail in most cases simply by typing a user's 
name (mine is CRubin). You can create and store address 
lists and then select groups of people to receive your 
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messages en masse. You can create messages by typing 
them in online. There's also a text editor for altering mes- 
sages before you send them, but it's pretty crude — ^you're 
better off deleting your draft and starting over again. 

Aside from a yearly fee of $25 (which includes about 
$10 of free message credits), the only charges you pay are 
for sending messages or accessing special services (de- 
scribed in the next paragraph); receiving mail and simply 
checking for it is free (as is the phone call, since you con- 
nect with MCI mail over an 800 number). Sending messages 
costs 45^ for up to 500 characters, 75^ for 501-2500 
characters and $1 for each 2501-7500 characters. 

You can also use MCI Mali to access the Dow Jones 
News/Retrieval database. This costs from $12 to $72 an 
hour extra, depending on the database you read and the 
time of day you read it. But MCI Mail is primarily designed 
to make sending E-mail veiy easy (which it does). 



Desktop Express (Charles Rubin) 

Desktop Express is a communications program that lets 
you transmit graphics, programs or formatted application 
files to the MCI mailboxes of other Desktop Express users, 
without having to wait for the recipient to be available to 
set up error-checking protocols. 



shortcut 



The Desktop Express screen has icons representing 
separate mailboxes for new mail, opened mail, unsent mail 
and sent mall. Another Icon gives you access to an address 
book where you can store phone numbers for sending mail 
to CompuServe and other electronic mail boxes as well as 
to MCI. A nie cabinet icon lets you find mail, delete it or 
move it to another folder or disk, from this one screen, 
you can create memos, specify other files to send, address 
mail, open and read mail, and perform a number of file- 
management functions. 



Once you've stored your own MCI account information 
and local telephone number, you can click a button and 
Desktop Express will log on to MCI Mail, check for messages. 
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send any messages you want and then log off, and you can 
go do whatever you want while it does it. Before you actu- 
ally tell Desktop Express to dial, you can choose which 
messages In your outgoing mailbox you want to send and 
which you want to receive. (If you'd rather be involved, you 
can also call MCI Mail or Dow Jones interactively, and use 
their normal Interfaces.) 

If you're just sending a short memo, a built-in text editor 
lets you create it with Desktop Express. But Desktop Ex- 
press also lets you send any Macintosh file — a formatted 
document, a program, whatever. It automatically recognizes 
MacPaint graphics and it comes with ImageSaver, a stripped- 
down version of Qlue that lets you print graphic images 
from any program to a file that can then be transmitted. 

There are some annoying things about Desktop Express. 
One is its inability to automatically redial telephone num- 
bers. If your local MCI access number is frequently bu^ 
(as mine is), you have to keep telling Desktop Express to 
redial, and that of course eliminates the advantage of au- 
tomated operation. And unlike Lotus Express, its MS DOS 
counterpart. Desktop Express won't run in the background 
and beep you whenever you have an incoming message. 

Desktop Express is no speed demon. It occupies 544K, 
and all that code makes it somewhat glacial. For example, 
when you click the button to dial MCI, you sit and wait sev- 
eral seconds before your modem actually dials. When the 
program logs off MCI Mail, it takes about ten seconds after it 
says it's disconnecting to actually do it. It also takes a long 
time to open windows showing individual pieces of mail. 

Connection costs are another possible drawback. Since 
Desktop Express makes it possible for you to send format- 
ted files and programs, which tend to be quite large, your 
MCI bill could get pretty hefty. 

While $ 1 50 may seem like a lot to pay for access to a 
service you can reach for free with the communications 
program you already have. Desktop Express's ability to 
transfer formatted files, graphics and programs may make 
the program well worth the money. 
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4 garbage 

Intermittent garbage (bizarre characters that have no 
apparent meaning) on the screen when you're communi- 
cating with another computer usually means you've got a 
noisy phone connection. 

If you're just typing back and forth, don't worry about 
garbage as long as you can read through it. But if you're 
transferring files, garbage will probably ruin the transmis- 
sion, so hang up and try again for a cleaner connection. 
Dropping the baud rate (from 2400 to 1 200 or even down 
to 300) sometimes heips too. 

If you're getting nothing but garbage on the screen, it 
may be because you and the computer you're connected 
to are trying to communicate at different baud rates. Most 
programs let you change the baud rate right in the middle 
of a session, so try that and see if it eliminates the garbage. 
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4 disabling Call Waiting (dc) 

Many phone companies offer a service caiied Call Waiting 

that interrupts calls with signais when someone else is cail- ^ 

ing, and lets you switch between the two calls. Unfortunately, 
these signals disrupt data transmissions, thus forcing modem 
users to choose between giving up the convenience of Call 
Waiting or gambling on an interrupted connection. 

But if your phone company uses electronic switching, 
you can temporarily disable Call Waiting for the duration of 
any outgoing call. You just precede the number you're dial- 
ing with *70 (on a tone iine) or 1 170 (on a pulse line). When 
the call is over, Cail Waiting automatically comes back. 

To see whether you can do this on your phone, just try 
putting the appropriate code in front of a number you're 
dialing. If the service isn't available, you should get a re- 
corded message that the call can't be completed as dialed. 
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If you're using an autodial modem, instruct it to pause 
briefly between the Call Waiting disabling code and the 
number you're dialing. "Two or three seconds is sufficient. 
The following command will cause a Hayes-compatible 
modem to give the code *70, then pause two seconds, 
then dial the number 555-1212; 

ATDT*70,555-1212 

(Needless to say, you should substitute whatever num- 
ber you're dialing for 555-1212.) 

4 protection against lightning (An) 

A As C.J, Weigand points out on pp. 265-66, lightning can 

hit a telephone pole, come down the wire, pass through 
important modem and fry your computer (and the modem too, 

warning of course). If you live in an area where there are a lot of 
thunderstorms, it's a good idea to disconnect the incoming 
phone line from your modem when you turn the system 
off, (Since lightning hits power poles too, it's also a good 
idea to pull the plug of your computer's power cord out of 
the wall socket.) 



Bulletin boards and information 
services 



4 buiietin boards (dc/sza/aw 




An electronic bulletin board (abbreviated BBS, for bul- 
letin board system) is a lot like an electronic user group — 
you'll find plenty of people there who are willing and able 
to answer your questions. Most buiietin boards also have 
the latest versions of public-domain and shareware software 
available for downloading. And although they provide all 
this, most BBS's are free. 



The person who runs a bulletin board is called a sysop 
(SiSS-ahp, for system operator). On small bulletin boards, 
the sysop does eveiything — takes care of the hardware. 



chapter 15 — Communicatim Between computers 



783 



decides what's available for downloading, controls who's 
allowed to leave and retrieve messages, and so on. On 
bigger boards (and on information systems like America 
Online), sysops control sections that are dedicated to 
specific kinds of information. 

A complete list of every active Mac BBS in the country 
would take up many pages of this book and would probably 
be out of date by the time you read it. One that Sharon can 
personally recommend is the one run by the New Jersey 
Mac User Group. Although it has a private section for mem- 
bers, there's also an extensive bulletin board open to the 
public, complete with 600 megs of online information and 
gateways to other bulletin boards (that is, you can call this 
board and access others thru it — post and pick up messages, 
for example — ^without having to make another call. 

The number is 201/388-1676. If you drop in, let the 
sysop, Mike Bielen, know that The Macintosh B/b/e sent you. 
(Just use his name, or answer yes when you're asked if you 
want to leave a message for the sysop. 

Here are a few other BBS's Mike recommends: 

Macinfo BBS, Newark CA, 41 5/795-8862 
maximum baud rate: 9600; sysop: Norm Goodger 
no access fee 

The Tiger's Den, Phoenix AZ, 602/996-0078 
maximum baud rate: 2400; sysop: John Gillett 
no access fee 

Laserboard New York, Queens NY, 71 8/639-8826 
maximum baud rate: 9600 HST (high speed transfer, a 
protocol used by some 9600-baud modems — like US 
Robotics, but not others); sysop: Adam Wildavsky 
access fee: $18 a year 

MACropedia, Lake Forest IL, 708/295-6926 
maximum baud rate: 9600; sysop: Dave Alpert 
access fee: $24 a year 
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4 request for feedback online (sza) 

If you want to make comments on my entries in this 
book — good or bad — ^you can get in touch with me through 
riJMUQ builetin board (described in the previous entry; just 
address your message to Sharon Aker) or through AppleLink 
(described in an entry below; my address is D6 1 45). I won't 
be able to reply to your messages (with at least a third of a 
million Mac Bibles out there, I probably wouldn't be able to 
do anything else if I did) but I do promise to read them, 

(You can also mail comments on this edition, or on what 
you'd like to see in the updates or the next edition, to 
Goldstein Sc Blair, Box 7635, Berkeley CA 94707. Here 
again, we don't have time to respond individually, but we 
do read your letters and consider them carefully. — AH) 

4 information services (oc/An) 

Commercial electronic information services like 
CompuServe and America Online are great sources of info 
and software, but they have two drawbacks: they charge 
you for each minute you're connected to them, and they 
present you with a bewildering series of menus that can be 
frustrating for first-time users (and for many experienced 
users as well). Still, you can do an amazing number of 
things on them, including send messages by electronic 
mail, shop and make plane reservations. 

Most large information services have Mac special inter- 
est groups (America Online is all Mac so far), which amount 
to bulletin boards with an area for messages and another 
area that contains public-domain and shareware software 
you can download, (They also have conferences, which are 
really nifty. Several people sign into a conference “area" at 
the same time, and everyone in the conference can see 
what everyone else is typing. Comments are automatically 
preceded by the name or the “handle" (assumed name) of 
the person who typed it. — SZA) 

The major benefit of using a commercial information 
service rather than a bulletin board system is that you'll 
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virtually never get a busy signal. If you need some informa- 
tion or software right away, you'll appreciate not having to 
dial repeatedly just to log on. There are many commercial 
information services available, but America Online and 
CompuServe (both described below) are particularly good 
sources for Mac info and software. 

# CompuServe (oc) 

CompuServe is an extremely popular service, though its 
rates are higher than some others. To register, you need to 
purchase a CompuServe Starter Kit (available at most 
computer and software dealers for about $40). The kit in- 
cludes a list of available phone numbers, a log-in code, 
and instructions for signing up. You'll also need a major 
credit card for billing. 

fk navigator (Paul tioffman) 

If you use CompuServe, and don't want to have to think 
while the meter is ticking. Navigator is the way to go. It 
gives you a quick-and-easy method for getting the messages 
in all the conferences you want to browse; you can then 
look at them offline at your leisure. 

You can answer the messages you want and create new 
ones, run Navigator again and have it send all of your re- 
sponses to the right places in a single step. This sounds 
like it will save you money but it won't — ^since using Navigator 
is so easy, you'll find yourself signing up for many more 
conferences. 

# AppleLink 

Apple's own online electronic mall and information 
service, AppleLink, isn't available to the general public. 
But I mention it here because user groups are one of the 
privileged classes that are eligible for an account (the oth- 
ers are developers, universities and dealers). If your group 
has a BBS, the sysop may already know about this, but a 
user group doesn't have to have a BBS to be on AppleLink. 
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AppleLink is full of useful technical information and the 
latest product announcements and price lists (for third- 
party stuff as well as Apple products). One very useful cat- 
egory for user groups is the Third-Party Updates section. 
When Pyro had a few minor upgrades that were free to 
registered users, its publisher, Pifth Generation Systems, 
posted an update utility on AppleLink that updated the 
program (when run on any system that had Pyro already 
installed). Your user group rep can download those kinds 
of things and distribute them to the members who need 
them. 



(By the way, if you use the educational network Bitnet 
but not AppleLink, you can leave messages for people on 
AppleLink from Bitnet by following their AppleLink address 
with ©APPLELINK. APPLE.COM. So if you wanted to reach 
me, for exampie, you'd type D61 45@APPLELINK.APPLE.COM,) 



4 America Online (An) 




America Online used to be AppleLink Personal Edition — 
the version for people who weren't eligible for a regular 
AppleLink account. It's evolved into a large, Mac-only in- 
formation service, and a very inexpensive one at that — the 
rates are currently $10A>our prime time, $5/hour other 
times, with a $6/month charge that includes one hour of 
nonprime time (and the rates are even cheaper than that if 
you join through a user group). If you only want to use one 
information service, this is the one I'd recommend. But it 
has a lot of drawbacks. 



For one thing, the software doesn't recognize tabs, em 
dashes, curly apostrophes or curly quotes; If you type any 
of these, you get beeped at and nothing happens. For an- 
other thing, AO asks you a lot of dumb questions. For 
example, to sign on, you doubleclick the America Online 
program icon. After several seconds, you see a dialog box 
that asks you if you want to sign on (no, I was Just 
doubleclicking the icon for kicks). 
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Let's say you do, by some miracle, want to sign on. 
Instead of typing your password right there, you have to sit 
and stare at some dumb graphics while waiting for AO to 
connect with the network. When it Tinaliy asks you for your 
password, you have to wait again while it checks it, 
(AppleLink does this the right way. When you doubleclick 
on its program icon, a dialog box comes up within a second 
or two and asks for your password; you type it and are then 
free to do something else until you're logged on.) 

Quitting AO is equally difficult. After giving the com- 
mand, you have to reconfirm fw/ce that that's what you want 
to do. (Weil, you can understand why. Disconnecting from 
America Online is a major life decision that should be ago- 
nized over endlessly; if you do it by mistake, you'll have to 
go through the stupid sign-on procedure again.) 

America Online compensates for the thoughtlessness 
of its software by saying things like welcome and goodbye 
in a dumb, synthesized voice. It also appears to transmit 
data slower than AppleLink. Sending the same file, at the 
same baud rate, in the same way (MacBinary Xmodem), 
will take twelve minutes on AppleLink vs, sixteen on AO. 
(Both programs estimate how long a transmission takes 
and I'm basing this comparison on that, not on actual 
timings. So it may be that AO Just estimates more poorly. 
But that's not great either.) 

For all its defects, America Online offers a lot of value for 
the money, and has become very popular with Mac users, 

ll BIX (Paul Hoffman) 

BIX is an information service run by BYTE magazine, one 
of the oldest technical microcomputer journals. Most of the 
people who participate in BIX's Macintosh discussion (and 
they include people who work at Apple and other major Mac 
companies) are not only technologically knowledgeable but 
also quite friendly and generous with their time, (But Dale 
wants to point out that the discussions on BIX can get quite 
technical; they're definitely not for beginners.) 
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4 Frodigy 

Prodigy is an information service sponsored by Sears; 
there's a special version of the software for Mac owners. It's 
relatively young but, despite its name, it's no wunderkind. 

Prodigy is slooooow, and it doesn't use the Mac inter- 
face. It doesn't run under MultiFinder and the 4 menu isn't 
avaiiable. If that's not enough to turn you off, the bottom 
of your screen is reserved for ads. Ads! For things like 
mouthwash! Prodigy is cheap — a flat fee of $ 1 0 per month. 
You get what you pay for. 

1 have a friend who works for Prodigy; she'll remain 
nameiess, so she won't lose her job. (Hi, Kathy.) She 
handles calls from the (many) people who cancel their ser- 
vice after the three-month trial period. More than 90% of 
them are Mac users, and their major complaint is that the 
program isn't Maclike enough. 

# saving time and money online 

There are three things you can do to make your com- 
munications sessions with information services more effi- 
cient, which saves you money both on your phone bill and 
on the hourly charges: 

• Although many services have higher hourly fees for 
higher baud rates, you should still use the highest baud 
rate your modem can handle. Few services charge twice 
as much for a 2400-baud connection as for 1 200-baud 
one, even though transmissions take only half the time. 

• If your communications software lets you create scripts, 
or otherwise automate online procedures like posting 
and retrieving messages, use that capability. Scripts run 
faster than you can work in real time. 

• Prepare your messages and files offline. Why pay for 
online time when all you're doing is writing? 
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networks 

4 what a network is (Rich woifson/Aii) 

A computer network is two or more devices connected 
to share information. So, technicaliy, a single Mac hooked 
to a LaserWriter is a network (although it's seldom called 
one). Among Mac users, network usually refers to a local area 
network, or LAFi — one that's confined to a relatively small 
area, like an office. Macintosh LAM's are usually connected 
by LocalTalk or PhoneMET hardware, or imitations thereof. 

Some complex w/de area networ/cs (abbreviated WA/Yin 
writing, but seldom in speech) contain thousands of devices 
from varied manufacturers communicating with each other 
directly over dedicated cables or phone lines and indirectly 
via modems or even microwaves. 

4 networking basics (Rich woifson) 

Every device on a network (whether a computer, a printer 
or whatever) is called a node. Every node has an address — 
an ID number or name. On the Mac, a node's address is 
whatever name you've specified in the Chooser. 

In addition, each node automatically gets an ID number 
when you turn it on; the number varies from one time to 
the next, but it's always unique on the network. Because of 
this, you don't have to halt the network to hook up additional 
nodes, and that makes Mac networks a cinch to set up. 

This is thanks to the fact that the Mac has had networking 
software, called AppleTalk, built-in since the beginning — 
yes, even back in the days when 1 28K was a lot of RAM and 
virtually nobody had a hard drive. (PC's and most other 
computers need special, additional software to network,) 

Information flows through a network according to cer- 
tain protocols that tell each device what to do with the 
Information. Most Mac networks use the AppleTalk protocol, 
because that's the one that's built into the machine. Other 
protocols — sometimes used by Mac and mostly used by 
other machines — Include DECnet, "TCP-IP and Token-Ring. 
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Networks are often subdivided into smaller areas called 
zones, which show up in the Chooser. Separate networks 
can be connected by bridges, routers or gateways (in order 
of increasing intelligence). Such devices don't need to un- 
derstand the protocols— just whether or not to pass the 
information on. When networks are connected with one of 
these devices, they're treated as zones. 



4 networking hardware (Rich woifson/AH) 

When the original LaserWriter was introduced, Apple also 
introduced the cabling and connectors (called AppleTalk at 
the time, but now called LocalTaik) needed to link up one 
or more Macs; this was the first Mac network. Not oniy was 
this hardware expensive, but it limited you to 1000 feet 
maximum, you had to use it in a daisy-chain configuration 
(see the next entry for details) and the connectors had a 
tendency to pull out. 




very good 
feature 




very good 
feature 
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feature 



Then a small company named Farallon introduced 
FhoneNET, which has several major advantages over LocalTaik; 

• It uses regular phone wire, which costs about a third as 
much as LocalTaik cabling. You save even more if you 
use the two unused (yellow and black) wires in existing 
phone lines that probably already run where you want 
your network lines to go. 

• Its connectors are like the standard modular plugs on 
phone cords. When was the last time a modular phone 
cord pulled out of your phone? 

• PhoneNET allows networks to run up to 3000 feet. 

• It lets you use a variety of network configurations 
(described in the next entry). 

LocalTaik has one minor advantage over FhoneNET. Apple's 
connectors are automatically terminated, while PhoneNET 
requires that you put terminators in any unused socket. (But 
this isn't a black art like SCSI termination — ^you can always 
see the resistors in the sockets and manufacturers always 
provide plenty of them when you purchase connectors.) 
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If you have a network of any size, PhoneMET hardware can 
save you a lot of money, and imitations of it can save you 
even more. At the college where Rich teaches, they use an 
inexpensive and reliable PhoneriET clone, Trlmai^s CompuMet. 

(If you already have LocalTalk cabling, don't throw good 
money after bad — ^switch over to PhoneMET-type hardware 
for any additional needs. Farallon makes an adaptor for 
connecting LocalTalk to PhoneNET systems, so you won't 
lose whatever you have invested.) 




# network configurations (Rich woifson/AH) 

There are three basic network configurations (patterns 
of connecting devices): 

Daisy-chain or series networks connect devices one af- 

beginners 

ter the other, in a chain. The problem with this configura- 
tion is that if one node is disconnected, so is everything 
beyond it, 

A backbone configuration is an improvement over the 
daisy-chain, because each node has its own little branch 
off the main cable (like rooms off a hall). If one node is 
disconnected, it doesn't affect the others. 

A star configuration (also available with PhoneNET) has 
a central node to which all other nodes are connected. 

PhoneriET-lype connectors allow all three configurations; 
as noted in the previous entry, LocalTalk restricts you to 
the daisy-chain. 

You can combine various configurations — for example, 
you might daisy-chain several nodes on one branch of a 
star. The only limitation is that you can't link the first and 
last node together into a complete circle. That's called a 
ring network and is allowable on PC's and many larger 
computers. 

On ring networks, electronic message packets circle 
ceaselessly; as a packet passes a node, the node grabs any 
information meant for it and loads any information it wants 
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to send someplace else. (If the packet is full, the node 
waits for the next one.) Ring networks have the same dis- 
advantage as daisy-chains, only more so — one node going 
down can disrupt the entire network. 




# tile servers and AppleShare (Rich woifson/szA) 

A nie server is a computer on a network that eveiyone 
can access and get applications and documents from. Some 
file servers are dedicated machines — that's all they do, and 
you can't use them as a workstation. (They might also take 
care of print spooling and E-mail for the network.) Some 
networks don't require dedicated file servers — see the en- 
try below on TOPS. 




very good 
feature 



AppleShare is Apple's file-server software; with it running, 
the file server appears to everyone on the network as another 
Icon on the Desktop, with its own window, folders and files. 

AppleShare has some security features; each file and/or 
folder can have an "owner" and only someone with appropri- 
ate access privileges can get at it. A network administrator 
can set up work groups with various levels of access privileges. 

PC's can be connected to AppleShare with a card from 
Apple. To the PC's, the server looks like another disk drive, 
and they can access the documents on It (after all, what 
could they do with the applications?). 

At the college where 1 teach, we have four separate 
AppleShare file servers with six volumes (hard drives and 
their partitions) in four zones. We've never had any problems 
with the system crashing or failing in three years. Even 
during power surges, the networks go down only momen- 
tarily and then recycle and reconfigure on their own. 

Although Apple recommends using an SE/30 or a Mac II as 
a server (because of their speed), we use Mac Pluses with four 
megs of memory, Radius accelerators and large RAM caches. 



# AppleTalk Phase 2 (Rich woifson) 

The original AppleTalk, referred to now as Phase 1 , had 
only limited support for other vendors' protocols. The 
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current version. Phase 2, supports Token-Ring (IBM's pro- 
tocols), PC's on EtherTalk networks (Apple's implementation 
of AppleTalk on Ethernet wiring) and EtherTalk support for 
AUX (Apple's answer to Unix), Phase 2 also works with 
Apple's Internet router. (See the entry below.) 

# TOPS (Eric Alderman/SZA) 



TOPS (the name stands for transcendental operating 
system) uses the AppleTalk networking capability built into 
every Mac and lets all the machines on a network access 
each other without any file server being necessary, (This is 
especially great for a small network — ^say two or three ma- 
chines that need to share files.) 




vciy good 
feature 



When you publish a volume (a disk drive, directory or 
folder) onto the network — that is, when you make it avail- 
able for others to use — ^you become a server. When you 
mount a server's published volume — that is, when you in- 
dicate that you want to use it — ^you become a client. Any 
computer attached to the network can act as a server, a 
client or both at the same time. The same software is loaded 
on each machine, regardless of whether it's intended to be 
a server or a client. 

When you mount a published volume (which could be on 
a machine right next to you or up on the 1 2th floor), your 
computer treats it as if it were simply another disk drive 
attached to your system. When you open the window for this 
icon, you'll see the mounted volume's files. From the Open 
and Save As dialog boxes within an application, you simply 
click on the Drive button to access the new volume. 

File transfer Is as simple as copying a file from one icon 
to another. The fact that one of the volumes you're using is 
not actually attached to your system is almost completely 
transparent to you — ^your computer acts exactly as if you 
were using another disk drive. 



You need a TOPS package ($150) for each Mac on the 
network. 
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# SneakerPiet (Rich woifson) 




Sneakerriet may be the most widely-used network, it's 
implemented by putting information onto a floppy disk (or 
even paper!) and walking it over to the person (or machine) 
you want it delivered to. Protocols include Reebok, Mike 
and Keds. Bridges include UPS. Federal Express and even 
the post office. SneakerMet sometimes loses data and is 
often slower than you'd wish, but it's one of the cheapest 
networks available. 




very good 
feature 



# repeaters (Rich woifson) 

A repeater can extend an AppleTalk/PhoneMET network 
to as much as 6000 feet, by boosting the signals along the 
cabling, install several, and you can go a long way. TOPS 
and Farallon repeaters are similar in function; both are 
reliable, but the TOPS unit is less than half the price. 

Farallon's StarController and MuvoTech's TurboStar are 
multiport repeaters — they not only amplify the signal as it 
passes through but allow multiple branches on a star net- 
work (twelve for StarController, sixteen for TurboStar). 

Since each branch on an AppleTalk star network has its 
own 3000-feet limit (if you're using PhoneMET-type cabling) 
and can only contain 32 devices, using a star repeater can 
really expand your system. It has two other advantages: by 
breaking a large network into smaller pieces, everything 
happens faster and more reliably; and if any part of the 
network has a major problem, only that part shuts down, 
making troubleshooting much easier. 



4 EtherTalk/Ethemet (John Radyk/Rich Woifson) 




EtherTalk Is one of the fastest networking systems avail- 
able, LocalTalk can transmit data at 230 kilobits (about 
5000 average-sized words) a second, while EtherTalk can 
go as high as 10 megabits (over 200,000 words) a sec- 
ond — more than 43 times as fast! (But be aware that most 
hardware can't go that fast.) 
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Each Mac in an EtherTalk network needs EtheiTalk soft- 
ware and an interface card ($400-$650 — the card and ca- 
bling are called Ethernet, the software and communications 
protocols EtheiTalk). The cabling normally resembles the 
coaxial cables that connect VCR's to TV's, but some com- 
panies run EtherTalk on twisted-pair wiring — like phone wire. 
(Many networks that run off a VAX minicomputer already 
have Ethernet, and it's easy to connect Macs to them (in- 
dividually or as a zone). 

Several companies — including Apple, Asante, Cayman, 
Dove, Excelan and 3Com — manufacture Ethernet cards. 
John used the Asante cards at Goldstein & Blair. The speed 
difference over LxjcalTalk was incredible. With EtherTalk 
up, the server's hard disk and computer are what limit your 
speed — using a file server over EtheiTalk is almost as fast 
as using a local computer. 

Asante's installation manual is brief and simple, and for 
questions the manual doesn't answer, the company is easily 
accessible by phone. Their techies seemed knowledgeable, 
although some have heavy accents that make them difficult 
to understand. 



4 FtashTalk and DaynaTalk (Rich woirson/john Kadyk/szA) 

FlashTalk and DaynaTalk are network accelerators that are 
advertised as faster than AppleTalk and cheaper than Ethernet. 
At about $200 per node, they're certainly cheaper, but we've 
had mixed experiences with their speed-up performance. 

Both products are priced similarly and offer basically 
the same advantages and limitations. John worked with 
DaynaTalk on a network of four Macs, two LaserWriters and 
a server, and Rich tried both at one of his Mac labs (eighteen 
Macs, two LaserWriters, an AppleShare file server and a 
FastPath connection to Ethernet). Rich didn't find either 
one acceptable — there was absolutely no speed improve- 
ment for his particular network. John found a great speed 
improvement for his setup, but later switched to Ethernet 
for even greater speed and data security. 
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As mentioned above, Macs communicate at 230 Kbps 
(kilobits per second) on a normal AppleTalk network. These 
accelerators make possible rates of up to 850 Kbps, and 
allow different devices to communicate at different rates 
within the same network (not all devices can handle 850 
Kbps). For example, you might have a Ilex file server 
equipped with DaynaTalk communicating at 850 Kbps, a 
Mac II also communicating at 850 Kbps, a Mac Plus com- 
municating at its maximum 740 Kbps and a Mac Plus without 
DaynaTalk communicating at 230 Kbps. 

The problem with ail this speeding up and communicat- 
ing at different rates is that it increases the likelihood that 
two data transmissions will collide and be garbled in tran- 
sit. DaynaTalk's SpeedQuard collision avoidance system 
guards against such collisions, but the best they can say 
for it is that it will allow "fewer data collisions and fewer 
delays" than unprotected DaynaTalk. (If your network In- 
cludes a LaserWriter Plus, MT or NTX, you'll need to buy a 
special collision filter. You'll also need one for any AppleTalk 
Mac IPs and SE/30's on the network.) 

On the up side, Macs using DaynaTalk or FlashTalk can 
share the same network as those using AppleTalk without 
using any bridging software. On the other hand, if your 
network includes a Hayes InterBridge or Kinetics FastPath, 
FlashTalk performance slows down — unless the bridge or 
gateway is isolated from the network by a TOPS repeater 
(which will run you about another $200), 

In sum, buying these accelerators is a risky proposition. 
They work well in certain situations but aren't always the 
magic wand the ads say they are, (Read the small print on the 
product boxes that warns about the possibilily of lower speed 
improvements than promised; interestingly enough, those 
labels appeared only after reviews like this were printed.) 

ll tOUtetS (Rich Woifson/John Kadyk) 

Liaison (from Infosphere) is a software-only router that 
links AppleTalk networks, including those with different 
cabling systems (like LocalTalk and Ethernet), thus allowing 
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them to share resources like file servers and printers. Liai- 
son also lets you link networks (or single computers) at a 
distance, using just a modem. And it lets you organize a 
single network into zones, making the use of printers and 
other resources more efficient and allowing a LocalTalk 
network to expand beyond 32 nodes. 

At QfieB, we used Liaison on our file server to link the 
EtheiTalk zone of our network to the LocalTalk zone. It was 
easy to install and, for the most part, worked seamlessly in 
the background to make the network function as a con- 
tiguous whole. 

The Liaison manual is concise and informative, /) 
Infosphere's tech support is knowledgeable and accessible. Bp o 
and their product works. It has provided us with a trouble- 
free means of sharing printers between the two zones in feature 
our office. Here's some info on some other routers: 

FastPath (previously from Kinetics, now from Shiva) was 
the first router of its kind, connecting networks through an 
intermediaiy Ethernet backbone. The cument version, FastPath 
4, can use a variety of cabling and handles Phase 2 AppleTalk 
(as well as many other protocols, including TCP-IP). 

Rich has found FastPath to be very reliable and easy to 
use — it's Invisible to network users. There's a trade-in for 
FastPath 4 for registered users of earlier versions. If you're 
planning to go to Phase 2 of AppleTalk, the upgrade is a must. 

Shiva also makes the MetBrldge, a router for LocalTalk- 
to-LocalTalk networks, and EtherQate, an EtheiTalk-to- 
LocalTalk router which, unlike FastPath, doesn't handle 
non-AppleTalk protocols. 

If your networks aren't connected with dedicated ca- 
bling, a Hayes InterBridge may be your answer. But since it 
uses a phone line to connect the two networks, InterBridge 
isn't as speedy as FastPath. (FastPath, lietBridge, EtherQate 
and InterBridge all include hardware as well as software.) 

Apple's software-only Internet router supports up to eight 
ports simultaneously, is accessed through a desk accessory 
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and can run in the background. It supports both AppleTalk- 
only networks and extended networks that use EtherTalk 
and TokenTalk. 

# E-mail on networks (Rich woifson) 

Some computer applications have the potential to change 
the way we work, and I think network E-mail is one of them. 
Up until now. E-mail systems have gained only limited use 
because they've lacked critical mass. But two recent 
products, CE Software's QulckMail and Microsoft Mail, make 
network E-mail so easy to use that I believe we're fast 
approaching the beginning of a chain reaction. 

While you can use a file server as the dedicated mail 
server (to store messages and let people know that mail's 
waiting), both programs also let you use a nondedicated 
machine on the network for this purpose. Both programs 
provide gateways to other mail systems. Including 
AppleLink, MCI Mail, All-In-One, VMS Mail and UMIX Mail, 
And they're both so Mac-like and easy to use that few users 
will need help getting started, Here's the basic scenario, 
from the user's point of view, for QuickMail: 

When you start your Mac, the QuickMail init automati- 
cally notifies the mail server that you're online, if there's 
mail waiting for you, you'll be notified by a dialog box that 
lists how many messages are waiting. You go into QuickMail 
by choosing it from the # menu or by using its special 
menu (which can be installed on the menu bar). After re- 
trieving your messages and replying as you wish, exit 
QuickMail and go back to work. 

If someone sends you a message at this point, your Mac 
■■ will chime to let you know some mail has been delivered. If 

V€!Ty 

hot you were away from your computer when it chimed, you'll 
come back to find that the 4 menu title has been replaced 
by a blinking QuickMail icon. (This blinking icon may fool 
your Screensaver into thinking you're still using your Mac, 
even after you've left for the day. if this becomes a problem, 
you can turn the blinking icon off and tell QuickMail to notify 
you that you have mail in some other way.— John Kadyk) 
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Both QuickMall and Microsoft Mall are constantly evolv- 
ing, with many innovative features being added. They al- 
ready allow for text messages as well as file transfers, 
real-time conference and even voice mail (the digital sound 
is input through a Farallon MacRecorder), 

We've used QuickMail here at Montclair State since its 
introduction with no problems. Installation was a breeze 
and administration takes very little time (it's even fun). 
(QuickMail is the first piece of software that ever made me 
think that working in an office instead of at home might 
have its fun aspects. QuickMail is beautiful. — SZA) 




very good 
feature 



4 Broadcast (Rich WoHson) 



Because most of our students use Macs in open-access 
labs around campus and it would cost a fortune to buy a 
Microsoft Mail or Quick Mail address for each, we use Broad- 
cast to introduce them to the concept of electronic mail. 

Broadcast is a Chooser device. When you select it, it 
lists all the current users on the network who have Broad- 
cast installed (and activated, since you can shut it off when 
you don't want anyone to bother you). You select a user, 
type a message, and click the Send button. The message 
pops up in a dialog box on the receiver's screen. Broadcast 
allows the receiver to make an immediate, direct reply. 



The students love it and I think it's pretty neat too. It's 
shareware and costs $25 per zone or $ 100 for all the zones 
on your network. You can get it from Joachim Lindenberg. 
Sommerstrasse 4, 7500 Karlsruhe 1, West Germany 
(AppleLink QER.XSEOOlO). 




# Public Folder (Rich Wolfson) 



Public Folder is one of my favorite utilities. Distributed 
free by Claris and available on most bulletin boards and 
information services, it allows anything that's placed in a 
root-level folder named Fubiic to be seen and copied by 
any other Mac on the network (provided it has the Public 
Folder init running). 
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You access Public Folder through the Control Panel, You 
can copy the whole folder, or choose among its contents. 

1 sometimes even use Public Folder to transfer Files even 
on my AppleShare network — the transfer is much faster 
than using an intermediary file server. But my favorite use 
for Pubiic Folder is to accomplish something that used to 
be impossible: 

Previously there was no way to connect two Macs with 
internai hard drives together to transfer the contents of 
one hard drive to another. You needed a spare hard drive 
or had to connect both machines to a fiie server for an 
intermediary transfer. With Public Folder, you just hook an 
ImageWriter cable into the printer port of both Macs and 
run Public Folder on both machines. With AppleTalk turned 
on in the Chooser, the machines can communicate with 
each other. 

fk network management utilities (Rich woirson) 

This is a software category that's beginning to grow — 
management and troubieshooting utilities for the network 
administrator. I've used various programs — CheckMet and 
TrafficWatch from Farallon, and LanRanger, Look and Echo 
from Kinetics; they've aii been handy at times. 

One of the niftiest things about these utilities is that 
some wiii actualiy draw a network map for you. On a iarge 
network, this is aimost worth the price Just by itseif. 

4 IntenFoll (Rich Wolfson) 

Apple's Inter*PoIl ($ 1 30) is a utiiity that lets you see who's 
on the network, what System, Finder and printer drivers 
they're using, as well as the name and ID number of each 
device, what type of computer it is and its zone name, it's 
great for troubleshooting and maintenance — ^you can Find 
out, for exampie, who's resetting the LaserWriter because s/ 
he has an old printer driver, or who needs a System update. 

Inter*Poll's interface is functional. If not elegant. The pro- 
gram is simple to learn and use, and it works across network 
bridges. If you're a network administrator, it's a must-have. 
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# Timbuktu (Rich Wolfson) 



Timbuktu ($150 per copy, $2000 for a 30-pack) should 
get an award for the cleverest product slogan; The next best 
thing to being there. When you use Timbuktu, your screen 
reflects what's happening on another machine in the net- 
work. You can either observe the other machine or actually 
control It. 




very good 
feature 



This is Invaluable when someone on another floor, or in 
the next building, needs help, network administrators with 
out-of-the-way File servers will also love Timbuktu. In fact, if 
you have Timbuktu, your file server doesn't even need a 
screen, keyboard or mouse. 

Timbuktu is slow but sure. Version 2.0 lets you do File 
transfers and remote operations — which means you can 
call in from home and work on your office computer (but 
even with a 9600-baud modem, response time will be 
agonizingly slow). 



4 FontShare (Rich woirson) 

FontShare ($295, from Olduvai) lets you access 
downloadable printer fonts (but not their screen fonts) from 
anywhere on a network, which means each workstation 
doesn't need a System folder full of printer font files. 
FontShare is smart when it comes to Finding fonts; first it 
looks in your System folder, then in folders inside your 
System folder. Then it asks where it should look next — and 
remembers to look there the next time. So if you tell it to 
look in a folder on a file server, for example, it finds the 
downloadable fonts there from then on. 



# Suitcase H on a network (Rich woirson) 

Suitcase II (described in more detail in the utilities chap- 
ter) can be used on a network to share downloadable and 
screen fonts that are stored on a file server. It has to be 
installed on each machine in the network for this to work. 

(Be aware that once Suitcase has accessed Files from a 
File server, you can't log off the server by dragging its icon 
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into the Trash, because you'll be trying to cut the connec- 
tion to the opened, active font files on the server.) 

4 “hiding" Suitcase (Rich woifson) 

^ If you've set up Suitcase for network use but don't want 

m--- ■■■ > anyone reconfiguring it, you can remove its name from the 
hot 4 menu; it will still function, but users won't be able to 
select it. (Thanks to Steve Brecher, Suitcase's author, for 
this tip. I corralled him on the floor of a trade show and 
explained my problem, and he provided this solution.) 

First, set up Suitcase the way you want it to work. Then, 
in ResEdit; 

• Open the Suitcase file. 

• Doubleclick on DRVR in the list of resources. 

• Select the single item in the DRVR window that opens. 

• Choose Clear from the Edit menu. 



1 





4 LaserOneCopy (Rich wotfson) 

When we installed open-access labs at the school where 
I teach, one immediate problem was students printing 
multiple copies of a document — in other words, using the 
LaserWriter like a copy machine. Since we don't charge for 
laser output, we modified a LaserWriter driver to allow only 
one copy of a document to be printed at a time, and called 
it LaserOneCopy. It's been an effective way to limit 
LaserWriter abuse. 

There are no problems using LaserOneCopy, since it's 
only a slightly modified Apple driver. It won't work with 
programs that have built-in printer drivers, but it doesn't 
interfere with them either. 

We pass out LaserOneCopy for no charge (hey, it's 
Apple's software, after all), AppleLink is best way to con- 
tact me — the address is U0754. (If you want to use snail 
mail, my address is in Appendix B.) When new driver ver- 
sions come out, we modify them and make them available. 
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All we ask Is that you not remove the credits on the bottom 
of the dialog box. (Thanks to programmer Marsh Qosnell, 
who recently went off to Iowa to join CE Software.) 



Laseritlriter “Montclair State” ^ 

ONLV ONE COPV Pages: (S) R|| Q From: | | To: 

Couer Page: (i> No O First Page O Last Page 

Paper Source: (•) Paper Cassette O Manual Feed 



IT^ 

Cancel 1 
Help 



LaserOneCopy (alloius only one copy at a time) is brought to you by: 
Rich lOolfson, Sharon Rker, Marsh Gosnell and 
the MacLab at Montclair State College, Montclair, NJ. 



4 serial servers (Rich woirson) 

Most modems, plotters and scanners connect to the 
Mac's serial port. They're not SCSI devices and can't nor- 
mally be included on a network. If you need to network any 
such devices, you can do so with a serial server. 'Two that 
I've found reliable are the Solona R-server and Shiva's 
rietSerial. 



4 iSetModems (Rich woirson) 

rietModems can be used by anyone on a network, pro- 
viding dial-out and dial-in capabilities for everyone. When 
you dial in from a remote site, it looks like you're connected 
directly to the network— you can get at all the zones and 
access file servers and printers. But you need at least a 
9600-baud modem to do any actual work; 2400 baud is 
too slow for anything except picking up mail or transferring 
small files. 

Shiva has 9600-baud MetModem. Or you can use a regu- 
lar 9600-baud modem with a serial server so it can be 
accessed throughout the network. 
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FC to Mac and back 



4 trading with the enemy (ah) 

If you use a personal computer at work, there's a 
frighteningly high probability that it isn't a Mac. Yes, the 
ugly reality is that most personal computers are IBM PCs or 
clones thereof — known generically as PCs or as DOS (pro- 
nounced dahss) machines, because the most common 
operating system they use is MS DOS or PC DOS (although 
dross machines might be a more appropriate name). 

WARNING! HYSTERICAL RANT AHEAD. 



gossip/ 

trivia 



There's an ignorant trend afoot to call all personal com- 
puters — presumably even Macs! — PCs, as if there were 
something wrong with the simple and straightforward word 
computers. The people who use PC in that way tend to be 
the same ones who talk about software programs — as if you 
needed the word software to distinguish a program running 
on your computer from, say, a television program or a drug 
rehabilitation program. (And come to think of it, if we're 
warring on drugs, why are we spending all this money reha- 
bilitating them?) 



Maybe they feel that the Fin FC helps make it clear that 
you're referring to a personal computer and that without 
that qualification, you might ask someone what kind of 
computer they use at home and get an answer like, "Do you 
mean my personal computer or the Cray in the basement?" 

This is all by way of saying that — in this book — FC refers 
to an IBM PC or clone, not to a Mac, 

END OF HYSTERICAL RANT. RESUME NORMAL READING. 

Where was 1? Oh, yes — the PC you have in your office. 
Although there's no way around the wrenching feeling in 
your gut you have to endure every morning when you travel 
back into the pre-Mac Stone Age of computing, you can at 
least transfer data back and forth between the office ma- 
chine and your Mac at home. The tips below tell you how. 
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4 easy reading with SuperDrive (nich woifson) 

Apple made a great move toward cross-machine com- 
patibility with its SuperDrive which — with the help of the 
Apple File Exchange software that comes with your Mac — 
can read all DOS-formatted 3.5" disks. Of course, just be- 
cause it can read the disk doesn't mean it can read the files 
on it — they have to either be text Files or specially format- 
ted by a PC program to be readable by the Mac. 

fl Apple's external 5.25" drive (Rich woifson) 

Apple has an external floppy disk drive that reads 5.25" 
PC disks formatted for 360K. it plugs into a card in your SE 
slot or one of the nuBus slots on Mac II's. The disks don't 
mount on your desktop — ^you need Apple File Exchange to 
transfer data in and out. 

4 direct connection (dq 

Even if you don't have a SuperDrive, transferring files 
back and forth between a Mac and a PC can be relatively 
simple — particularly if you can arrange to wire the two 
machines together directly. A cable is the only hardware 
you'll need. Simply connect it to the modem port on the 
back of the Mac and to the serial connector on the PC. 

Next, you'll need a communications program for each 
machine. For the DOS machine, either PC-Talk or ProComm 
is a good choice. They operate at up to 19,200 baud and 
both support the error-checking file-transfer protocol called 
Xmodem. Both are shareware and can be obtained from 
most computer bulletin boards, commercial information 
services like CompuServe, or PC users groups. 

On the Mac, run software that will transfer at 19,200 baud 
and that will allow you to disable MacBinaiy (a special kind of 
Xmodem file-transfer protocol) when you're doing the trans- 
fer, Most communications programs for the Mac meet both 
requirements — although the otherwise excellent TermWorks 
doesn't allow you to disable MacBinary. With both machines 
set to 19,200 baud, the data moves quite fast. 




very good 
feature 
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# over the phone (dc) 

Lugging machines around can be tedious, so you may 
prefer to transfer files over the phone. The main differences 
from the method described in the previous entry are that 
you need to add a modem at each end and that data transfer 
will be slower. (The faster the modem, the better — it should 
be at least 1200 baud.) 

Let's assume you have a DOS machine at the office and 
a Mac at home (the opposite is a bit hard to imagine). 
Before you leave the office, turn on the PC (if it isn't already 
on), start your communications program and set it to an- 
swer an incoming call. 

FroComm is particularly well suited for phone transfers, 
since it has a special option called Host Mode that gives 
you full access to the files on any disk when you connect 
remotely, while at the same time providing for extensive 
password protection, so that only you and the people you 
authorize can access the computer. 

When you get home, you just start your Mac communi- 
cations program and tell It to dial the number of the PC. 
When you've connected with the PC, it will ask you for your 
password, then provide you with a menu of files available 
for transferring (downloading) to your Mac. When you've 
transferred all the files you want, just tell the Mac com- 
munications program to hang up. That's all there is to it. 

When you've finished working with the files, you can 
call the remote machine and send them back. And, by 
following the same procedures, you can set the Mac up so 
you can call it from the PC during the day, 

ll TOPS (Eric Alderman/SZA) 

TOPS, described in the networks section above, is espe- 
cially good for an office with both Macs and PC's. To use it, 
each PC needs a LocalTalk interface card ($390, Including 
software). 

One of the nice features of TOPS is that PC users con- 
tinue to use the PC interface — they don't need to learn a lot 
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about Macintosh terms like icon and folder. You have just /) 
another drive letter (for a published Mac volume) to use for 
saving and retrieving files or for performing any normal 
DOS command. Folders on the Mac volume appear to your rcamrc 
PC as subdirectories, so you can navigate around the Mac 
disk using the normal DOS subdirectory commands before 
copying the file. 

For example, Microsoft Excel reads and translates Lotus 
1-2-3 worksheets automatically, normally, you'd first transfer 
the worksheet onto your Mac disk and load the file. With 
TOPS, you can leave the file in place on the PC's hard disk. 

While in Excel, you'd click on the Drive button to access the 
1-2-3 files on the remote PC disk and then retrieve one — 
straight into Excel, right across the network. 

Another common use for TOPS is to transfer word pro- 
cessing documents between the Mac and the PC. A program 
called MacLinkPlus (from Dataviz) can translate documents 
from WordStar, MultiMate and DCA format to MacWrite 
format, and vice versa. It can also perform many spread- 
sheet translations — for example from the DIF format com- 
mon on PC spreadsheets to the SYLK format used by Mac 
spreadsheets like Multiplan and Excel. 

il what gets lost in the translation (do 

If you use both a PC and Mac on a regular basis, you 
know that they're quite different animals. As a result, there 
are some limits to what the Mac can do with files transferred 
from DOS machines. 

Two programs that impose very few limitations are 
WordPerfect and Microsoft Word, because they both have 
versions that run on PCs as well as Macs. This lets you work 
extensively on documents on both machines and send them 
back and forth with little or no loss of formatting. 

If you're using another DOS word processing program, 
you may only be able to enter and edit text; you'll have to 
remember to save the document as a text file and all your 
formatting will be lost in the transfers between the ma- 
chines. (One way around this limitation is to find a word 
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processing program on the PC that offers a conversion 
utility to Word or WordPerfect format.) 

Spreadsheet users are in better shape, thanks to some 
standards in the industry and to the flexibility of Excel, the 
most popular spreadsheet on the Mac. The standard 
spreadsheet in the PC world is Lxjtus 1-2-3 and you can 
read 1-2-3 files directly into Excel. After you've worked on 
the files in Excel you can save them in 1-2-3 format and 
transfer them back. (The main limitation is that macros 
written in one product won't work with the other.) 

Database files also transfer fairly easily if the PC program 
uses the Mac standard format of [Tab| between fields and 
I Return I between records. dBASE is a popular PC database 
and several Mac databases can read PC dBASE files with 
no conversion. 

All this transferring and modifying files can get to be a 
lot of work. If you're fortunate enough to have Macs at 
work as well as PCs, you should investigate one of the 
more direct — although expensive — ^solutions like TOPS, 

4 making your Mac work like a PC (Hich woifson) 

riot, of course, that you would want to do that, but other, 
less enlightened users might. (Do you think that lead will 
appease Arthur, so he'll leave this entiy in?) (Pio way. Rich. 
But that bribe did the trick. — API) 

Mac 286 is a NuBus card from Orange Micro that allows 
your Mac II to run IBM applications in a separate window on 
the screen. We've used it at the college where I work and 
found it to be reliable — it works well enough to impress 
most PC users. The Mac 286 is basically a clone-on-a-card 
and, at $1600, costs as much as (or more than) a clone — 
that is, a whole separate computer. (So why not just buy a 
clone? Well, this approach saves desk space, cuts down on 
clutter, lets you use a single hard disk and just generally 
avoids the bother of dealing with two machines.) 
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Soft PC from Insignia Solutions, at $400, is a much less 
expensive alternative. It's a software-based PC emulator 
that requires a Mac II or SE/30 with at least two megs of ^ bargain 

RAM and three megs of disk space it can devote to the 
emulator. In using it extensively at the college, we've found 
that it can run most popular MS-DOS programs, and you 
can even copy text from its window and paste it into a Mac 
word processor, 

4 a good book on all this (am) 

Bon vivant, raconteur and Macintosh Bible contributor 
Steve Michel has written a good book on this whole topic. 

It's called IBM FC and Macintosh networking. 

Macs and Apple II's 

# making your Mac work like an Apple II (Rich woirson) 

Apple II emulation doesn't get as much attention as PC 
emulation, but it's often critical in school situations. Many 
schools have big investments in Apple II software, and 
even when they're ready to invest in new hardware, build- 
ing a new software library (and losing their favorite Apple II- 
only programs) keeps them from switching to Macs. 

II in a Mac mns Apple II software in a Mac window. It's 
proven very useful at our school on many occasions. Be aware, 
however, that it won't run any copy-protected software — ^which 
includes most games and a lot of educational programs. 

4 transferring AppleWorks files to the Mac (Eric Angress) 

There's nothing like buying a Mac to make you realize 
how slow and cumbersome your old Apple lie or lie was. 

But you've had the lie around for a long time, and have 
accumulated a lot of documents on it. It sure would be 
nice to be able to transfer them quickly and easily to the 
Mac. Fortunately, there's an easy way to do that — if your 
Apple II files are in AppleWorks. 
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You'll need Microsoft Works for the Mac, and you'll have 
to transfer your 11 files from sVa" disks to 3 / 4 " disks. This first 
step is most easily done on an Apple IIQS, which has both 
types of drives attached. (If you don't have access to a QS, 
some desktop publishing places have this setup.) 

You'll also need Apple File Exchange, which comes with 
any Mac system, version 5.0 or later, and the Works-Works 
Transporter, which is on the Works program disk. Here are 
the basic steps; 

• Copy the Works-Works Transporter file into the Apple 
File Exchange folder. 

• Start Apple File Exchange on the Mac. 

• Insert the sVa" disk containing your AppleWorks files 
into the Mac's drive. 

• Launch Works-Works Transporter. 

• In the list box, select the files to be converted. 

• Click the Transfer button. The Works-Works Transporter 
will convert the files to (Macintosh) Works format. 

• Choose Quit from the File menu to quit Apple File 
Exchange. 

The Files won't be exactly the same on the Mac as they 
were on the 11, but all the information and most of the 
formatting will be there. You'll probably want to reformat 
most of what you're working on anyway, because the Mac 
has so many more options than were even dreamed of on 
the Apple II. (Well, maybe they were dreamed of, which is 
why we now have Macs.) 

If you prefer Excel or Word to Works, it is an easy matter 
to transfer Files between these programs. When using the 
SYLK format to convert Works files to Excel, you'll probably 
get messages that say something like. Can 't read record 98, 
with an option to click OK or cancel. I've always just clicked 
on OK, and everything has worked out fine. 
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Tips on Works' communications 
module 

4 dialing 

You can store numbers in the Dial dialog box (from the 
Communications menu) or you can just type the number 
you want to dial right in the window. Type atdt in front of 
the number; when you hit I Return | , it will dial through the 
modem. 



4 sending text 

Despite its name, the Send Text command (on the 
Communications menu) can't send ordinary Mac text files — 
it only handles Works word processing documents, sending 
just the text of them (ignoring formatting and graphics). To 
send a text file, you have to use the Send File command (on 
the same menu) and click on the Xmodem Text button. 

Another way to send text is to paste it from the Clip- 
board into the communications window. It gets treated just 
as if you typed it in — that is, it appears on the screen one 
character at a time (although more quickly than you could 
actually type it), 

4 changing the baud rate 



You can change the baud rate even if you're right in the 
middle of a communications session, by choosing the 
Settings... command (on the Communications menu), 

4 control characters 



Information services often require that you use control 
characters (key combinations involving the control key) as 
commands. With most Mac software, you can substitute 
the (jiJ key for the control key, but in Works, using the 
key triggers a menu command. The I option | key will work, 
however — even if you're using a Mac-specific service that 
tells you to use flTfsl , using I option |?| will get you the results 
you want. 



very 
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# no curly quotes 

A If you use a utility like SmartKeys or Quote Init that 
changes your plain quotes to the curly ones, you won't be 
important quotes or apostrophes at all in the Works 

uraming communlcations window — ^you'll just get a beep if you try. 

So turn off your curly quotes program while you're 
telecommunicating with Works. 




y’rom tfU ^eiTaint cCip-art cotUclum. 
Copyngfti © 1988--8S By (DuSl-CCkfijSofttuarc Inc, 
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Fun, games and learning 

4 games and hard disks 

Games (and educational programs, which are usually 
disguised as games) are often incompatible with a hard disk 
system. There are two reasons for this. The first is that, while 
few business products are copy-protected, many games are. 

The kind of copy-protection used for games doesn't usu- 
ally mean that you can't drag the program to your hard disk 
or run it from there. But as soon as you start the program, it 
will ask you to insert the master disk (the one you bought). 
Once you've done that, proving you're a legitimate user, the 
disk will spit out and you can get on with the game. 

The second problem with running games from a hard 
disk is that they tend to do some pretty fancy things on a 
programming level to squeeze top performance out of the 
Mac. Thus they may use every K of memory, or need specific 
software to be in just the right spot, or both. Inits in your 
system may be using specific areas of memory that the game 
program wants, even if there's plenty of total memory. 

If you run into memory problems, don't even bother 
trying to run the game from the hard disk. Boot from the 
floppy and run the game from there. 

# games and hardware upgrades 

Because of the neat tricks game programmers tend to 
do, games don't always conform to Apple's official pro- 
gramming guidelines. But following those guidelines is the 
only way to ensure upward-compatibility — so that what you 
wrote for a Plus also runs on an SE/30 and a 11. 

You'll find that many games run only on compact Macs 
(ones with 9" screens) — ^sometimes including the SE/30, 
sometimes not. Some run only in color, and many don't 
run under MultlFinder, So if you upgrade your system, you 
may have to leave some of your favorite playthings behind. 
We've tried to note with each product mentioned in this 
chapter which systems it's compatible with. 
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4 educational, shmeducatlonal 

Why do we insist that computer games for young children 
be educational? Do we feel guilty just letting them play with 
an expensive machine? It's rare that young children don't 
learn something from anything they do, so don't rationalize 
that they're learning hand-eye coordination (even though 
they are). Just tell yourself they're having fun. That's what 
counts in a game, and when they aren't fun, kids don't play 
them and therefore don't learn from them. 



Educational software for kids 

4 general considerations 

It's usually easy to tell whether an educational program 
for older children is teaching what it's supposed to. But 
programs for veiy young children are harder to evaluate. 
Here are some things to consider: 

• Can the children do everything by themselves? Of 
course you should do some of it with them, and three- 
or four-year-olds might need help in getting started, but 
after that, they should be able to handle things on their 
own. (This not only gives them a feeling of control, but 
saves your sanity too.) 

• How are wrong answers handled? 1 remember once 
when my son kept getting wrong answers in an alphabet 
game when I knew he knew the answers. When I asked 
if he needed help, he said: "No, I like the sound it 
makes when you give the wrong answer." 

What does the program do after two or three wrong 
answers in a row? It should provide a hint, or the 
answer itself, and should let the user try the same 
problem again, after the answer's been shown or the 
hint's been given. 

• Some programs try to teach too many things at once. 

You want ones that know how to focus on particular 
tasks and concepts, and how to dole them out in easily 
learnable chunks. 
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• Don't worry about the absence of color — young kids 
don't care about that, nor does it matter educationally 
(except, of course, in games that teach color recognition). 

When my sons were younger, we had four computers: a 
black-and-white Timex-Sinclair, a color Timex-Sinclair, 
a color Commodore 64 and a black-and-white Mac. 
(Because of the Commodore, RUN was the first word 
both of them learned how to spell.) For a year they 
showed no preference until it was obvious they liked 
the Mac the best. It had the least software (I kept 
programming little games for them) but they were won 
over by how easy it was to use. 

4 KidsTime 



KidsTime (from Great Wave) was one of the first Mac 
programs for young kids, and it's stood the test of time. 
The package consists of five separate activities, the first 
three of which teach prereading skiils; ABKey builds char- 
acter recognition, Match-it teaches recognition of same and 
similar objects, and Dot-to-Dot (shown below, in progress 
and completed) teaches number recognition and se- 
quencing. 




very good 
feature 




•16 

•17 




Although recommended for ages three to eight, the two 
other activities, StoryWriter and KidsMotes, still keep my 
ten-year-old Involved. The former lets you type a stoiy, in- 
terspersing pictures from a special font. The program then 
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reads the stoiy back to you, saying the word for the picture. 
KidsNotes is a terrific music program — no surprise, I sup- 
pose, since the same company pubiishes a music program 
cailed ConcertWare. 

One weakness of KidsTime is that it uses Nacintaik, 
Apple's speech-generating utility. The voice sounds robotic, 
especially compared to the digitized sound used in so many 
other educational packages. KidsTime works on all Macs. 

ll Dinosaur Discovery Kit 

Dinosaur Discovery Kit is a talking program from First Byte. 
Us three activities — a coloring book, a matching game and a 
story maker — teach reading skills to children three to eight. 
Each activity uses — what else? — dinosaurs in the graphics. 

In the Coloring Book, a word or phrase that describes an 
item in the picture — like baby's head (the baby dinosaur, 
that is) appears at the top of the screen. You can click on a 
button to hear the word read as many times as necessary. 
When you click on the correct item in the picture, it's filled 
in with the pattern you've chosen. 

The Match game is a basic Concentration-like, find-the- 
pairs game that can be set to any of three difficulty levels 
and can be played alone or against another user. 

In Story Maker, you pick one of three main story lines. 
Each sentence of the story is missing a word. When you 
pick a word from several choices, it Fills the blank in the 
story and the related object goes into the picture. At the 
end, you can display the entire story on the screen to read — 
or to be read by the program. 

Because all the instructions are spoken, it's easy for 
young children to get the program up and running by 
themselves. But the more Mac experience children have, 
the more minor frustrations they'll run into. For example, 
mine were constantly doubleclicking on items (as 1 would 
have) when only a single click was needed by the program. 
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Despite a few such flaws. Dinosaur Discoveiy Kit is a good 
package, but mostly appealing to the younger half of the 
recommended age group. It works on 5 12K Macs, Pluses and 
SB's (except the SE/30), but you can't print to laser printers. 

# The Manilole 

The ManHole is a fascinating Alice-in-Wonderland and 
Through-the-Looking-Qlass visual adventure game for chil- 
dren — or at least those whose Macs have a meg of memory 
and a hard disk, because this game comes on five 800K 
disks and needs HyperCard to run. (The program works on 
all Macs that meet those hardware requirements.) 

The ManHole takes advantage of HyperCard's user inter- 
face. Clicking almost anywhere on a screen makes some- 
thing happen or takes you to the place you clicked. If you see 
a castle in the background and click on its tower, you're on it. 
Click on a picture on a wall and you're inside IL I've watched 
children not quite four contentedly play with this game for 
long spells, yet my eight- and ten-year-olds still like it. 

The ManHole is also limited by HyperCard, First of all, 
there's the program's ungainly size. Then there's the really 
limited animation (swaying underwater plants just sort of 
flip back and forth — it's Hanna-Barbera, not Disney). It 
doesn't seem to bother kids, but I keep thinking how great 
a program this could be if the designer hadn't been ham- 
pered by HyperCard. 

4 The Flayroom 

The Playroom is like The Manhole, in that clicks on the 
screen make things happens or take users to the place 
where they clicked, but it uses real (not HyperCard) ani- 
mation and clear, digitized voices and sounds. 

The main screen in Playroom is Just that — a picture of a 
playroom. Click on the bird and it sings. Click on the 
nightstand's drawer and it opens — ^and a balloon floats out. 
Click on the balloon and, ..well, 1 don't want to give away 
the plot. 
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feature 



Click on the computer and you're zoomed into it. Click 
on a letter on the keyboard on the screen (or press that key 
on your Mac's real-world keyboard) and the letter appears 
on the monitor and is identined. 

Clicking on the mouse hole takes you inside, where you 
can choose from three simple board games you play with 
the mouse (the Mac's mouse, that Is), either alone or with 
a partner. 

Clicking on an odd-looking stuffed animal in the Playroom 
takes you to one of my kids' favorite activities: a game 
where you choose the head, body and legs for the figure on 
screen, mixing or matching elements. 

Playroom is terrific for three- to eight-year-olds, it works 
on any Mac from the Plus on up, including Mac li's, it re- 
quires two floppy drives or a hard disk, and If you run it 
from a hard disk, you have to insert the master disk when 
it's asked for. 



# Reader Rabbit 

Reader Rabbit is another program for early readers that 
uses three-letter words exclusively. The program has four 
activities, half of which I like. The illustration below shows 
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one of the good ones, A letter appears to the left of the 
rabbit and you have to choose words that have that same 
letter in the same position. Words that don't match get 
dumped into the garbage. When you've Filled the shelves 
with correct words, the rabbit does a dance — ^with good 
sound and animation. 




The other activity 1 like is the Word 'Train, where you 
have to fill the cars of the train with words that rhyme with 
the one in the engine. When the cars are filled, the train 
drives off the screen. 

There's also a labeler game that's very confusing, and a 
nice Concentration-type game with a serious flaw — no mat- 
ter how many times you turn over the wrong cards, you're 
never shown the correct answer. 

Reader Rabbit has another flaw that's really annoying — very baa 
at certain points in each activity, a little box comes up that 
says Click mouse to continue. It's a subtle little box — not a 
big dialog box in the middle of the screen — and a child who 
doesn't notice it will just sit there waiting for something to 
happen. More to the point, since no child who needs Reader 
Rabbit could possibly read the message in the box, this is 
not exactly a brilliantly thought-through feature. 
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\ (This reminds me of a sign I once saw in an old Hew York 

T ^ eievator that read: To actuate elevator mechanism, press 

3 > button corresponding to floor desired. How try to imagine 

someone who could read and understand that message 
but didn't know how to press a button in an elevator. — AH) 

Reader Rabbit is a good program, if you're wiliing to 
help children use it. It works on the 5 1 2K Mac, the Plus and 
the SE; you have to insert the master disk if you run it from 
a hard disk. 

4 The Munchers 

This product contains two great educational games called 
number Munchers (for eight and older) and Word Munchers 
(for six and older). Both games use the same scenario; you 
move a PacMan-like cartoon character (called the muncher) 
anywhere in a 6 x 5 grid of words or numbers and make 
him eat the correct words or numbers (by clicking the 
mouse). 

For words, correct means matching a vowel sound. For 
numbers, it means finding a number that's equal to the 
target number, or a multiple of it, or a factor of it. In both 
games, you can set difficulty levels and children can get 
the correct answer when they make a mistake. 

As the muncher moves around the grid, various bad 
guys chase it (of course). Some change the numbers they 
pass over, and some eat the muncher. If you munch all the 
right words/numbers, you get another board of them; after 
three boards, your reward is a cartoon. The cartoon is of 
the Road Runner ilk, with the bad guy's plans to catch the 
Muncher backfiring on him. 

Both Muncher games work on all Macs from the Plus on, 
and special color versions are included for the Mac II family, 
Muncher, which originated on the Apple II, is intended for 
the classroom as well as for the home. Teachers can set 
difficulty levels and lock them in with a password, so they 
can't be changed by mistake. 
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4 CrystalPainl 

CiystalPaint is a nifty little doodling program from Great 
Wave Software. It's sort of an overgrown MacPaint/Super- 
Paint Brush Mirrors mode — ^you draw and the line is mirrored 
at whatever (and however many) angles you've chosen. 
You can choose one of three line thicknesses and one of 
three backgrounds (black, white or gray). You can invert 
your image at any time and flip the colors back again. 
Special copy and pastes are provided (so the paste is also 
mirrored at all the right angles). 

I've found that my kids are just as happy with this kind 
of program as with a full-fledged paint program — perhaps 
even happier, because with fewer tools around they can 
just concentrate on the process. (It's sort of like finger- 
painting, instead of working with pots of tempera colors.) 
They've only been using CrystalPaint for a brief time, but I 
know the staying power of this kind of simple program — I 
wrote a similar one for them years ago (when they were too 
young for MacPaint) and they still use it. 



4 Where in Europe Is Carmen Sandiego? (Jessica Albert) 



1 don't know. I can find almost all her accomplices but 
never Carmen, Well, it's still a great game to play. It's not 
for people who want a lot of shooting and stuff like that, 
but if you like to think, this is for you. Whenever you come 
into a new country, it teaches you all about it, so you learn 
about Europe. 1 loved it, and hopefully you will too. 




very good 
feature 



Educational software for adults 

4 teenagers too (An) 

Despite this country's ridiculous infantilizing of teenag- 
ers, they are adults in everything but name and legal status. 
And don't say that they don't have the life experience of 
people in their twenties. Of course they don't. Neither do 
people in their twenties have the life experience of people 
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in their thirties, nor peopie in their thirties the iife experi- 
ence of people in their forties. Continue with this absurd 
line of reasoning and soon Ronald Reagan and Bob Hope 
are the only adults among us — ^you see why 1 call it "absurd.” 

By the way, do you know where the idea that people 
become adults at 2 1 comes from? From the old idea that 
people shouldn't be allowed to participate in community 
decision-making until they'd been adults for seven years — 
which, in those days of poor nutrition and relatively late 
puberty, was Figured at 14 + 7. 

This is all by way of saying that, in this section, software 
aimed at teenagers is lumped together with software aimed 
at other adults. 

4 The '88 Vote 

If you're a teacher with enough funding for a videodisc 
player, you may be interested in a new product from ABC 
Hews — a videodisc of the 1 988 presidential campaign, from 
the First mudsling to the last. The disc contains everything 
from candidates announcements to their withdrawals (quick: 
who made two withdrawal statements?), election night cov- 
erage, the debates, the TV commercials — ^seemingly every- 
thing, in stills, sound and videos. 

But we wouldn't be covering it here unless it had a 
Macintosh hook — the HyperCard stack you use to navigate 
your way through the information, it's based on the one 
Peter Jennings used to get through the election coverage 
(his Mac monitor was built into his desktop and he was 
clicking his mouse just off-screen). You can use the stack 
not only to look things up but also to create your own 
sequence of clips for a class or lecture. (Quick: who won 
the election — Tweedledum or Tweedledee? — AN) 

The disc/stack package is excellent — although why they 
couldn't align their icons neatly on the opening screen is 
beyond me. (ABC Hews also has similar packages on Mar- 
tin Luther King and AIDS.) 
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# Hidden Agenda (an) 



This Is one of the most Intelligent, interesting and 
beautifully designed computer games I've ever played. A 
corrupt dictatorship has just been overthrown in the 
mythical Central American country of Chimerica. Your Job 
as the new president is to appoint a cabinet and guide your 
country through the many difficulties that await it, balanc- 
ing the demands (and threats) of various groups struggling 
for power. At the end of three years, you receive a written 
report several pages long that summarizes your achieve- 
ments and failures. 




very good 
filature 



1 asked Davida Coady, who knows a lot about Central 
America and nothing about computer games, to play Hidden 
Agenda. She was very Impressed with how challenging and 
involving it is as a game, and also with the thoughtfulness 
and knowledge that went into its simulation of reality. A lot 
of computer games claim to teach you something about 
the real world; this one really does. 

Hidden Agenda (from Springboard) costs $60 and works 
on all Macs from the Plus on up. 



4 Culture 1.0 (An) 



This is a terrific series of HyperCard stacks that cover 
world history from ancient times to the present. When it 
discusses an artist or architect. Culture usually gives you a 
representative piece of art, and when it discusses a com- 
poser, it often gives you a snatch of melody. 




very good 
feature 



l generally find HyperCard references tedious, because 
HyperCard Is soooo s...l...o...w, but the addition of music 
really makes it worthwhile. The text is generally quite in- 
telligent, the information is well organized, and the stacks 
are easy to use. For about $200 (I can't find the current 
pricing), it gives you over four megabytes of useful and 
interesting information. This product is definitely worth 
checking out. 
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ll The Electronic Whole Earth Catalog (aw 

Stewart Brand's Whole Earth Catalogs are not only a 
fantastically successful series of books (over 50 million 
copies sold worldwide, I hear) but they spawned a whole 
new kind of book — the obsessively detailed, no-frllls, 
ultrahelpful catalog of tools (In the widest possible sense 
of tool). Like many books. The Macintosh Bible was in- 
spired by The Whole Earth Catalog, and we certainly see 
ourselves as a part of its tradition (although there are some 
obvious differences in approach). 

Mow there's a CD-ROM version — ^The Electronic Whole 
Earth Catalog (from Brpderbund). The HyperCard interface 
is pretty slick and easy to learn, and — like its hard-copy 
equivalent, it's crammed fuW of information. Its more than 
9000 cards review 2500 items, with the help of 4000 pic- 
tures, 2000 text excerpts and 500 sounds. 

I'd rather sit on a couch with a book on my lap to access 
this information, instead of staring into my Mac screen 
(something I do too much of already), but if you like getting 
your information in HyperCard, this is one of the most 
useful collection of stacks you can own. rio home should 
be without The Whole Earth Catalog, in one form or an- 
other (or in both). 

4 The Blind Watchmaker (aw 

The Blind Watchmaker, by the brilliant British evolu- 
tionary biologist Richard Dawkins, is one of the most in- 
teresting and important books I've ever read. Subtitled Why 
the evidence of evolution reveals a universe without design, 
it's the clearest and, at the same time, the most profound 
explanation of the theory of evolution (and its implications) 
that you'll ever find. So if you have the slightest interest in 
this topic, you should definitely buy this book ($8 in paper). 

To help demonstrate his points, Dawkins has written a 
^ companion Mac program, which is also called The Blind 

% bargain Watchmaker {$18 from the book's publisher, W.W. Horton; 

there's a coupon in the back of the book). The software 




very good 
feature 
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lets you "breed" biomorphs (animal- or plantlike shapes). 
This process is natural selection made concrete — almost 
tangible — and shows, as no mere explanation can, how 
extraordinarily complex an organism can be produced by 
selective breeding — one step at a time. 




very good 
feature 



Dawkins runs Blind Watchmaker breeding competi- 
tions, with $ 1 000 prizes. The aim of the First (won by Thomas 
Reed of Oxnard CA) was to breed a biomorph that most 
closely resembled the Holy Grail! The aim of the second — 
which ended May 30, 1 990 — was to breed the most human- 
like biomorph (depicting "an entire human form or a part, 
e.g., a face, torso, limb"). Who knows what the third contest 
will be, but you'll find information on entering it in the back 
of the book (The Blind Watchmaker, that is, not The 
Macintosh Bible). 



1 could go on for another twenty pages describing what 
you can do with this fascinating piece of software (and 
another forty describing Dawkins' theories and arguments). 
But why not get it directly from the horse's mouth? (Speak- 
ing of which, he has some interesting things to say about 
the evolution of horses.) Both the book and the software 
are h/gh/y recommended. 



4 Voyager (Jim Bcime) 



Voyager ("The Interactive Desktop Planetarium") brings 
the night sky into your Mac with power, grace and speed. 
It's a valuable tool for the novice as well as the most ex- 
perienced amateur astronomer. Its window full of stars can 
be resized for the largest of screens. A control panel shows 
the current location, time, chart position and size of the 
current field of view. 




very good 
feature 



You have three operating modes to choose from: Star 
Atlas, a star chart of all the heavens; Local View — what the 
sky will look like at any time from any observation post on 
earth or from any other object orbiting our sun; and Celes- 
tial Sphere, which gives a view of the stars as projected 
onto a sphere which can be oriented to any position. 
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Most amateur astronomers use star charts to plan their 
evening's activities before going observing. What advantage 
does Voyager have over a good atlas? First you can get 
anywhere quickly. Grab the scroll box and move it — ^the 
Right Ascension or Declination positions are displayed as 
you move. When you're where you want to go, just release 
the mouse button. 

if you're looking for a specific constellation, use the Center 
on Constellation command from the Field menu; every 
constellation will appear alphabetically in a list box. Choose 
Find and Center and the screen is quickly redrawn, with the 
chosen constellation in the center. (You'll notice that the Big 
Dipper doesn't appear in the list. That's because it's not a 
constellation; it's an asterism, an arrangement of stars 
within a constellation — ^which, in this case, is Ursa Major.) 

Voyager's graphic database has over 14,000 objects in 
It, from stars and asterisms to irregular galaxies and dark 
nebulae. You can choose what kind of objects, or magni- 
tudes, you want to see. By selecting 1 0th magnitude and 
galaxies, for example, you can come across some interest- 
ing objects that you may have previously overlooked. 

A major strength of Voyager is the way it tracks the 
planets. You can go into the past, present or future, to any 
point in or above our Solar System, and see events with 
this program that would take months or years of observing 
and charting. A trail of dots will show the path of the planet 
through the sky. The time between dots can be varied from 
one minute to two years! Click on the Track box and sit back 
and watch the planets move through the fixed stars. 

You can even see the path that a newly discovered comet 
will take through the local sky in the months to come. The 
program provides earth-to-sun and sun-to-comet distances 
at the click of a mouse. 

Voyager is a great educational tool. The manual is very 
complete with good illustrations, tips for the user and sample 
situations walked through step by step. 
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4 ArtWorx Bridge 

I wouldn't want this to get back to my parents, but 1 
majored in bridge at college, with a minor in pinochle — no 
matter what the records actually say. (1 don't think Rutgers 
offers those degrees anymore.) I haven't been able to play 
in years for lack of three other players but, hey. I've got my 
Mac. 

ArtWorx Bridge is really quite good. It bids predictably 
and pretty much by the book (Stayman and Blackwood, 
that is) — tiy replaying a hand and you'll get the same bids. 

It also plays well (it's a little humiliating being finessed by a 
computer program). Cards are displayed so you can click 
on them, but the screen isn't particularly attractive. The 
only serious flaw is that you can't take back a move — and 
it's easy to click on the card next to the one you really wanted 
to play. 

Where ArtWorx Bridge really falls down, though, is when very bad 
you want to throw a heind in. When you know you've won 
the hand and don't want to bother playing it out, you can 
use the Claim Hand command; when you know you can't 
make it and want to throw it in, you use the Concede 
command. In each case, though, the program seems to 
assume that the side that's going to win is going to make 
every possible right move and the losers are going to make 
every mistake short of reneging. 

So when you throw in a hand because you know you're 
down by one, you'll get a dialog box Informing you you've 
been set four tricks. When you claim a hand because you're 
sure of it — with maybe one overtrick if a finesse works — 
you'll find you've been conceded a small slam, 1 even got 
one dialog box that informed me that I took the bid — three 
hearts — ^with five overtricks (only four are available after a 
three bid). But these bugs don't matter if you're not playing 
for points — or if you're willing to play eveiy hand down to 
the last trick. 





very good 
feature 
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very good 
feature 


Music programs 

4 Deluxe Music Construction Kit (aiv 

Years ago, when I was writing a computer book for kids, 
I played around with a program called Songwriter on an 
Apple II. Designed for musical dodos like myself, it couldn't 
have been easier to use. I wrote several "songs" with it 
(which I still listen to) and have seldom been happier. 

Ever since then, I've looked for an equivalently easy-to- 
use music program on the Mac, but I hadn't been able to 
find one — until I discovered Deluxe Music Construction Kit. 
Written by Geoff Brown for Electronic Arts, it costs $ 1 30 
and seems to have quite a bit of sophistication and power. 
1 wouldn't know about that. All I know is, unlike several 
other Mac music programs I've tried, it's musical-ldiot- 
friendly and a whole lot of fun. Even the manual seems to 
be pretty good. 

ft Music Mouse 

Music Mouse doesn't write or store music, and it doesn't 
use musical notation (though it does use terms like chords 
and ligatures). It just produces music, by turning the Mac 
into a mouse-controlled musical instrument. You use menus 
and keys to set things like the tonal range, but the mouse 
does the playing. As you move the mouse vertically, it 
changes the tone being played; moving it horizontally 
changes the background chord. Your moves are displayed 
on the screen. 

This is a unique approach, but I don't care for the sounds 
you can produce with it. I asked a musician friend to play 
with it, and he said he'd grow very tired very quickly of the 
limited tonal variations within each setup. 

(Music Mouse is the least Mac-standard Mac program 1 
can remember using — it doesn't even have a Quit com- 
mand! i got so frustrated with its total contempt for the 
interface that 1 didn't even have the patience to piay around 
with it— AM) 
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4 ConcertWare Plus 

Great Wave Software does some great stuff, and 
ConcertWare is the proof. In its first incarnation, it got me 
to wire a speaker so I could plug it directly into the Mac, 
and it's only gotten better since that original release. 

ConcertWare is actually three applications: the Writer, 
the Player and the Instrument Maker. In the Writer, you 
compose your music by placing notes on the staff with the 
mouse or by playing them from the keyboard. You can add 
all sorts of embellishments to the score — including lyrics. 
There's limited, though adequate, playing ability from within 
the Writer, so you can check your work in progress, but for 
the real playback, you'll want to switch to the Player. 

The Instrument Maker lets you alter existing instruments 
or create entirely new ones by defining various waveforms 
and envelopes. You even get to design the icon the Player 
uses for your Instrument. 




ConcertWare comes with such a large library of songs 
and instruments that you could skip the Writer end of things 
for months and still enjoy the software. The Player lets you 
set the speed and volume for the piece, as well as assign an 
instmment to each of the voices in the score. The illustra- 
tion above shows the Player window, with its instrument 




very good 
feature 
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icons (only a few of the dozens available) and the nonstand- 
ard but intuitive musical notation that which changes as the 
song plays. (In the Writer, you work with standard musical 
notation.) 

# Jam Session 




very good 
feature 



Ah! A music program that can please both musicians 
and nonmusicians alike. It consists of five "scenes" — down- 
home country, classical piano concert, heavy metal band, 
rock group and jazz club — and a selection of appropriate 
background music to go with each. 

You play along with the band by pressing keys on the 
keyboard. Each row of keys represents a different kind of 
playing or a different instrument. In the concert scene, for 
example, one row of keys plays single notes, another plays 
short riffs. In the country scene, one row plays the fiddle, 
another the banjo — and, OK, one row plays the rooster and 
chickens. 



You can't ever hit a wrong note — all the notes available 
always blend in with the background score. The animation 
reacts to your playing too: the pianist runs his hands up 
and down the keyboard, the fiddle is bowed in time to your 
playing, the valves on the trumpet move up and down, and 
so on. And there's always the applause key when you need 
some positive feedback. 

1 asked a friend who's a classical pianist to play with 
Jam Session; he loved it and went out to get his own copy. 
Jam Session works on all Macs with at least two BOOK 
floppy drives, though a hard disk is recommended (since 
it's a three-disk set). 



Action and adventure games 

4 Arkanold 

Arkanoid takes a classic computer game — which goes 
by several names, including brickbats — and turns it into 
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something entirely different. In the classic game, you smash 
bricks by bouncing a ball at them with a paddle. 

Arkanoid gives you a large variety of screens, and also 
sends capsules falling down at you as you smash the bricks. 

The capsules provide various powers if you catch them 
with your paddle: laser beams, a larger paddle, a slower hit 
on the ball, extra points, etc. 

Like so many arcade games, Arkanoid is utterly addict- 
ing. It works on the Mac 512, 5I2e, SE, SE/30 and 11. It 
doesn't work under MultiFinder or if you have certain inits 
running, and it doesn't work on my cx either, 

4 Billiards 

Colour Billiards (by the spelling, it must be British — or 
maybe Canadian) shares a disk with its black-and-white 
predecessor, MacBilliards. I'll review the color version here 
(which has a few more options), but even as I write, my 
kids are playing the black-and-white version, arguing over 
whose turn it is — a sure sign of a great computer game. The 
older one has talked about how realistic the sounds are, 

(He's right, but how would he know? Is he hanging around 
the pool hall when I think he's out riding his bike?) 

How do you shoot pool with a mouse? When you drag on 
the cue ball, a pool cue appears. The longer you drag, the 
harder the shot, and pressing!^ doubles the force of the shot. 

Colour Billiards is terrific, and offers a variety of games — /) 

billiards, eight-ball, nine-ball, etc. You can have the balls leave Bk O 

a path as they move, which makes for an interesting effect 
and may even help you analyze your shots. You can even do 'mature 
an instant replay of any good shot you'd like to show off. 

Colour Billiards isn't MultiFinder-compatible, but it works 
on any Mac (just use the proper version), 

# Tetris 

Tetris is one of those games that has become an instant 
classic. As with most classics, the rules are simple. Objects 
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made up of four connected squares in various configura- 
tions slowly fall, one at a time, from the top of the game 
screen to the bottom. As a shape falls, you can rotate it and 
move it to the right or left. 

The object of the game is to arrange the shapes so that 
when they land, there'll be a solid row of little squares from 
one side of the window to the other. When you accomplish 
that, ail the squares in the row disappear, everything above 
it slides down, and you get some points. 

For all its simplicity. Tetris is pretty addictive. It comes 
in two versions — a monochrome DA and a color version 
with some impressive background graphics. Both feature 
Russian theme music in the introduction, and you can 
choose to keep it on while you're playing. Tetris works on 
any Mac with at least 5 1 2K of RAM. 

4 Airborne 

An oldie but a goodie. Airborne was the first of Silicon 
BkB Beach's games to incorporate RealSound — terrific digitized 
sounds that have been compressed to fit on a floppy disk. As 
feature other games, the action was designed to run from 

the mouse and keyboard, so you don't miss a joystick at all. 

In Airborne, you're on the ground, under attack by both 
ground and air forces, with only a boulder for protection. 
(And when you hear that jet rushing in, before you can even 
see it on the screen...) As with so many computer games, 
there's no winning this one — the more enemies you destroy, 
the more come after you. You just try to survive a little 
longer each time, racking up points while you can. 

Airborne works on all compact Macs from the 1 28K on 
up, but not on Mac ll's. 



# Dark Castle and Return to Dark Castle 




very good 
feature 



Dark Castle has been around for a long time, but it's still 
one of the best Mac action games there is. Black-and-white 
and mouse-driven, it was designed for the Mac from the 
ground up — and it shows. 
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In Dark Castle, you move the Prince from room to room 
through... well, through the Dark Castle and its dungeons. 
His enemies are legion and his only weapons are rocks. 
The only problem with the game (besides the raucous birds, 
which got me to attach earphones to the kids' machine) is 
that you can't save your position. Even if you stop before 
all your lives are used up, you have to start from the be- 
ginning the next time you play. 

Return to Dark Castle is more of the same. Both ver- 
sions are great; it's too bad that Silicon Beach has stopped 
developing new games. 

Dark Castle works on the Mac 512 (you need version 
1 .0 on two 400K disks), the 51 2e (you can use version 1 .0 
on a single 800K disk), the Plus, SE, SE/30 and all Mac IPs. 
Return to Dark Castle works on everything except the origi- 
nal 128K Mac, the Mac 512 and the Portable. 

4 Apache Strike 

Apache Strike isn't Cowboys-and-Indians — the Apache 
is a helicopter, and you're flying it. You're flying it low, 
between tall buildings; you duck under bridges, or pull up 
In time to avoid them, dodging bombs all the time. You 
only see what's directly in front of you — no peripheral vision, 
so you need quick reflexes. 

The ever-changing maze of buildings (in various cities) 
shifts as you turn the helicopter, but they're just simple 
line drawings. Apache Strike is more difficult than it looks — 
but then, flying a helicopter is more difficult than it looks, 
too. It works on the Mac 5 1 2 (you need version 1 .0 on two 
400K disks) and the 512e (you can use version 1.0 on a 
single 800K disk). Version 1.1 works on all other Macs 
except the SE/30. 

fl Mac»Man 

As you might guess from its name, Mac*Man is a Mac 
version of the classic PacMan. Mac*Man looks like a 
Macintosh, and instead of being chased by ghosts and 
gobbling power pills, he's chased by PC's and eats apples. 
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The keyboard implementation of the game is tenific, 
but it's just not the same without a joystick. A one-inch 
mini-joystick is included — it sticks (lightly) to the 5 key on 
the numeric keypad and each of its four legs presses a key 
when you tip it. Aside from the fact that the stick slips off 
when you push it down toward the 2 key, this mini-joystick 
must have been an afterthought — my version of Mac*Man 
uses the 5 key. not the 2 key, for down. Years ago, Mac*Man 
came with a real joystick from Muvo Labs, the developer of 
the program. I'm glad I still have it. 

Mac'Man works on all compact Macs from the Mac 5 1 2 on. 



4 Star Wars (Jessica Albert) 



Star Wars is stupid. In one day, I beat level 1 and in 
three days, I beat levels 2 and 3 (the last level), even though 
I only played for fifteen minutes a day — and I'm not that 
good at video games. Five- to seven-year olds might enjoy 
Star Wars for a day or two, but only an idiot would like the 
game if they were older than that. 




(Despite Jessica's agonizing attempt to be fair, i think 
she may have done Star Wars a disservice here. As a so- 
phisticated twelve-year-old — well, anyway, as a twelve-year- 
oid — when she wrote this, she was forgetting how much 
she'd matured — well, grown — in the previous few years. I 
think Star Wars would be challenging and fun for kids up to 
the age of ten or eleven.— AFi) 



Copyright © 1984 By ‘Esihtr *rravis. M- rights reserved. 
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Mac programming basics 

fk basic programming terms (An) 

The first thing to understand is the difference between a 
programmer and a user. Programmers use programming 
languages to write programs; when bugs turn up in the 
programs, they Fix them, and when new features are needed, 
they add them. Users simpiy use the programs — the pro- 
gramming language is invisibie to them (or shouid be). 

It's like the difference between an automobile mechanic 
and a driver. Just as you don't need to know how a car- 
buretor works to be an expert driver (although you may), 
you don't need to know anything about programming to be 
an expert Macintosh user. 

The actual statements or instructions in a program are 
called code. It's normally broken into lines. A relatively small 
piece of code, which does a specific task, is called a routine. 
Put a bunch of routines together and you have a program. 

# compilers vs. interpreters (aw 

There are two ways to implement a programming lan- 
guage — with a compiler or with an interpreter. Interpreters 
execute each line of a program individually each time the 
program is run, while compilers translate the whole program 
at once, before it's run. From that point on, you can run the 
compiled program whenever you want, without having to 
use the compiler to translate it again. 

Compiling is more time-consuming when you're editing 
a program for mistakes, because you have to recompile 
the whole program each time you weint to check out the 
effect of a change you've made (and large programs can 
take an hour or more to compile). But compilers are less 
time-consuming when you want to use the Finished program 
over and over again. 

Interpreters are better for learning, because there's no 
compilation time, but they run more slowly each time through. 




csp. for 
beginners 
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# the Toolbox (dc) 




bi^nners 



One thing that makes the Mac's programming environ- 
ment stand head and shoulders above that of other com- 
puters is a built-in feature calied the Toolbox. It's part of 
the ROMs and works like this: 



Let's say you want to draw a circle on the screen. With 
old-fashioned computers, you have to write a great deal of 
code specifying every aspect of making a circle. On the 
Mac, you simply have your program call the Toolbox and 
use the code already written there to draw the circle. Many 
wonderful things are included in the Toolbox, including all 
the Information the Mac needs to create windows and pop- 
down menus. 



# resources (SZA/MIchael Bradley) 




very good 
feature 



Another thing that makes Mac programming so different 
from working on lesser machines is its use of resources. 
Simply put, resources are items that can be used over and 
over again in different parts of a program. The various 
pointer shapes are a kind of resource, as are icons, dialog 
boxes and patterns. 

A Mac program might say something like get dialog box 
#7, put icon #14 in it and the text from string #347, Thus 
the way a program looks can be controlled just by chang- 
ing its resources, leaving the main program unaltered. This 
makes it relatively simple to do a foreign-language imple- 
mentation of a product, for example, because all you have 
to do is translate the resources (the text in dialog boxes 
and on menus). 

Resources on the Mac are identified by four-letter names 
(although some are three letters followed by a space). Some 
are all cap>s, and some are all lowercase (there's no functional 
difference between them). The most common ones are: 

ALRT alert boxes — the boxes themselves, not the contents 

CURS pointer shapes (the name is short for cursors) 

DITL dialog item list— text in alert and dialog boxes 
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DLOG 


dialog boxes — the boxes themselves, not the contents 


FKEY 


Fkeys 


FOND 


font family information 


FONT 


font characteristics 


ICN# 


icon list 


ICON 


icons 


MENU 


menu information 


snd 


sound 


STR# 


text of screen messages 



ResEdit 



4 using ResEdit 

ResEdit (pronounced REZ-ed-it, short for resource edi- 
tor) is a utility program from Apple that lets you change the 
resources (see the previous entry) that Mac programs — 
including the System and Finder — use. ResEdit is available 
free through bulletin boards and is included on Microsoft's 
QuickBASIC disks. 



Because it's meant for programmers, ResEdit lacks much 
of the friendliness of most Mac software and has a reputation 
for being a heavy-duty, hackers-only program. But anybody 
can use ResEdit, with just a bit of instruction. 



The first thing to remember about ResEdit is that you 
can alter your System, Finder and applications with it. This 
means you can make a very serious mistake and ruin one 
of those important files. So make sure that you have a copy 
or two handy, in case you destroy the one you're changing. 




important 

warning 



ResEdit presents a series of windows with lists in them. 
Doubleclicking on an item in the list gets you another win- 
dow with a list in it. For example, here's how you get to the 
Trash icon: 
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You can select items by typing as many letters of their 
names as are required to identify them — the same way you 
do in Open dialog boxes. 

The last thing to remember about ResEdit is that it has 
no Save command. Only when you close a file (first closing 
all the windows within it) does ResEdit ask if you want to 
save changes. So if you're doing a lot of work on a resource 
and want to do an interim save, you'll have to close the file 
and then reopen it to continue working. 



4 ResEdit under MultiFinder 




bug 



Under MultiFinder, ResEdit's windows occasionally mis- 
behave, turning transparent so you can see whatever's 
behind them, and you can't use it to alter the Finder or 
certain System resources. To change them, you have to 
choose Set Startup from the Special menu, set the Finder 
as the Startup, and restart the Mac. 



4 viewing PICT resources 

When you view a PICT resource in ResEdit, you can't 

resize the display window, which means you can't see all of 
*'p a large picture (it's even worse than working with a large 
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picture In the Scrapbook). To view the entire thing, copy it 
and paste it into a desk accessory that can handle graphics 
at full size. 



il changing where DA's appear on the menu (Paul Hoffman) 

Desk accessories are listed alphabetically in the # menu, 
but you can use ResEdit to change their names so they'll 
appear where you want them to. To do that, open the System 
file (or whatever file contains the DA) in ResEdit and then 
doubleclick on the DRVR resource. This opens a window 
with the names of the DA's in the file. Select the one you 
want to rename, then use the Get Info command from the 
rile menu and change the name in the dialog box that 
opens. (To put a DA at the top of the list, add a space 
before its name.) 






very 

hot 

tip 



Close the windows and save your changes when ResEdit 
asks you. You won't have to reboot — the DAs will move to 
their new positions on the it menu immediately. 



4 altering a menu 

It's easy to change the names of, and the f^~|-kev 
equivalents for, menu commands — ifthe application stores 
that information as a standard MEflU resource (Word 
doesn't, but the Finder does — as do most programs). The 
example below shows how to add a f^key keyboard 
equivalent for the Show Clipboard command in the 
Finder's Edit menu. 

Enter ResEdit and open the Finder. Scroll through its list 
of resources until you see MEMU, and doubleclick on it. 
The window that opens lists the menus that can be displayed 
in the Finder. (There will be more listed here than are actually 
displayed, because there are different versions of menus 
depending on which system you're using. Just because a 
resource is available doesn't mean it's always used.) 
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FinderBeUBB 


DLOG 


o 


ICN-^ 


f 


LAYO 




MACS 


1 




1 

11 


RES-^ 


SIGN 


i 


SIZ-' 


;; 


SIZE 


iii 


STR^ 


o 



IIDa MENUS from Finder BSi| 


MENU ID= 15 
MENU ID = 12 
MENU ID = 5 
MENU ID = 4 


o 

o 


MENU ID = 3 


MENU ID= 2 
MENU ID = 1 
MENU ID = 16 



Doubleclick on NEMU ID = 3 and the Edit menu's win- 
dow will open. (You'll have to experiment to see which ID 
numbers correspond with which other menus.) Scroll down 
through the list of menu items to the Show Clipboard 
command listed. In the box labeled key equiv, type a K (cap 
or lowercase, it doesn't matter — it still shows as a cap in 
the menu). 





MENU ID - 3 from Finder 










o 


mGnultem 


Show Clipboard | 


1 


lcon<f 






key equiu 


K 




i;/ 


mark Char 






•1 


Ignored 


® 0 O 1 


1 


entend 


® 0 O 1 


|1 


condense 


(s)0 O 1 


shadoiii 


® 0 o 1 


1 


outline 


(i)0 O I 


E 

o 



That's it. Click your way out of ResEdit, closing ali the 
windows and saving the changes before you quit. When 
you get back to the Desktop, the Edit menu wili be revised. 



Edit 


Undo 


^2 


Cut 


UH 


Copy 




Paste 




Clear 




Select Rll 


dgn 



( T Shoui Clipboard «K 
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# changing an icon 

The Trash can is an icon resource in the Finder. To change 
how it iooks, enter ResEdit, open the Finder file and 
doubieclick on the iCN# resource. This opens a window with 
icons in it including the empty and full trash cans. 

Doubleclick on the icon itself. A window will open con- 
taining two enlarged views of the Trash. Let's begin by con- 
sidering the main icon, on the left. You can use the pointer 
to change white dots to black, and vice versa (by clicking on, 
or dragging over, them). Here's how you might draw a 'Trash 
can Oscar the Grouch would be proud of: 




Across the bottom, you'll see three versions of the icon: 
the normal one, what it looks like when it's selected, and 
what it looks like when it's been opened. They change as 
you change the main icon. 

'Hie large icon on the right is the mask; it defines how an icon 
looks against a background (in most cases, the Desktop's gray 
pattern). It also has three smaller versions across the bottom. 

The main icon and the mask are overlaid. Whenever 
there are black dots in both layers, the icon stays black 
against a background. Wherever there are white dots in 
both layers, the icon is transparent against the background. 
(That's why you can see the gray desktop around the Trash 
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icon.) Where the icon is white and the mask is black, the 
icon stays white against the background (like the white 
areas of the can). The fourth combination is the tricky one: 
when the icon is black and the mask is white, the icon 
stays black against the background until it's selected — then 
those dots remain black instead of inverting to white (as 
would normally happen when the icon's selected). 

The typical mask is an outline of the icon completely 
filled with black. This silhouette-type mask keeps the icon 
looking correct against any background and inverts ali its 
details when it's selected. Luckily, there's a quick way to 
make the silhouette: select Data — >Mask from the ICM# 
menu, and here's what you'll get: 




Once you've created the mask, close all the nested win- 
dows and save your changes on the way out. 

4 moving a sound 

Sounds are resources too. When you open the Control 
Panel and use the Sound device to set the System sound, 
you get a list of available sounds: Beep, Monkey, Clink- 
Klank and Boing. ResEdit lets you add other sounds to this 
list — even move them from other programs. 
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I like the dignified little beep — it's more like a blip, re- 
ally — in More. So I extracted it and installed it in my System 
file. To do that, you enter ResEdit and open More (or what- 
ever program has a sound you like). Doubleclick on the 
resource called snd. In More, there's only one sound there — 
it's named Ouch and is referred to by a number as well. 
Select it and choose Copy from the Edit menu. 



lins snd s from MORE — '[ 


snd "Ouch” ID = 10025 


o 




2 




Mow open the System in ResEdit. Select the snd resource 
(you don't have to open it) and choose Paste. If you open it 
after the paste (and I bet you will), it will look like this: 



iPi 

snd 

snd 

snd 

snd 

snd 



snd s from System 



Ouch- ID = 10025 



O 



"Simple Beep" ID = I 
"Monkey" ID = 4 
"Clink-Klank" ID = 2 



"Boing" ID = 3 



O 



(Of course, you can open it first, and then paste, if you 
prefer to see what's happening while it's happening.) Then 
quit ResEdit, saving your changes as you leave, and the 
Control Panel will look like the illustration at the top of the 
next page: 
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4 changing the icon grids 

The default grid on the Desktop for icons is 64 x 64 
pixels. But you can use ResEdit to put icons closer to- 
gether, and/or to stagger them so their names don't run 
into each other. To do that: 

• Enter ResEdit and open the Finder. 

• Scroll to the LAYO resource and doubleclick on it. 

• In the LAYO window, doubleclick on LAYO=128. 

• Scroll through this window until you find the series of 
text boxes for icon spacing and change the numbers as 
shown below. (Vertical phase is the stagger amount.) 



LRVO ID - 128 from Finder 


Resented 








Icon Horz. / 


1 




spacing j 


, \ 




Icon Uert. I 


|s" 1 




spacing \ 


/ 




Icon Uert. \ 


TFT 1 




phase 






Sm. Icon 


\To 1 




Horz. 




1 


Sm. Icon 


|20 1 




Uert. 






Default uleiiJ 


[j 1 


2 
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• Close all the windows you've opened and quit ResEdit, 
clicking Yes when you're asked if you want to save your 
changes. 

To make the change immediately apparent, use the Clean 
Up command. Here are before and after views: 




Dingbats 


14{Umf in disk 54,875K 


@ ® @ ® @ ® 

1 si PUo* 1 1 Star 1 — J lii** Light . L .1 

Brkfcas# t>oll*r Sign Pointing Hand 

^ ® ® ^ ® 

Notepad 11 Pencils 1 1 Pust^in l_l 

_ — . Paper Clip Bomb with lit fuse Question 

m ® 

stacking Cube 1 1 

Medium Checkmark 


5 

o 


^1 ■ — Lg 


a 



You can change the grid for small icons in the same way. 
Assign 70 for Small Icon Vertical Spacing and 17 for Small 
Icon Horizontal Spacing (the two boxes you see at the bot- 
tom of the ResEdit illustration above). 

(Please note: The results produced by this method will 
never conserve space — or please the eye — the way icons hand- 
naimanized by a skilled practitioner can. no mere machine 
can hope to master a craft that has been rePined for centuries 
and into which living human beings have poured their hearts 
and souls, their hopes and dreams. — AH) 




important 

warning 
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Mac programming languages 

4 C and BASIC (AN) 

Most Mac applications are written C or Pascal (most of- 
ten C). Programming in these languages is an advanced 
activity that it makes no sense for us to try to cover, ever 
cursorily, in a book like The Macintosh Bible, if you're in- 
terested in C or in Pascal, you need to get a book (or books) 
just on that subject, 

BASIC (beginner's all-purpose symbolic instruction set) 
is a popular programming language that's relatively easy to 
learn but is also relatively lacking in power and sophistica- 
tion, compared to C or Pascal. The last section of this chapter 
gives some tips on using a common version of it, Microsoft's 
QuickBASIC, For other ways to begin programming on the 
Mac, see the following entries. 

4 HyperCard 

Apple calls HyperCard system sohware. Its author. Bill 
Atkinson (who also wrote the original MacPaint, and the 
QuickDraw routines that make the Mac's screen display so 
fast and smooth) calls it a software construction set. Put 
simply, HyperCard is a programming language — but Apple is 
afraid to tell you that, because they think it'll scare you away, 

HyperCard's basic structure is cards— screens of infor- 
mation — organized into stacks. You can flip through a stack 
in order, or jump directly to the card or stack you need — as 
long as the person who created the stack remembered to 
link related pieces of information. Cards can have pictures, 
text and buttons on them. 

This makes HyperCard sound like a database, and in 
fact, when it first came out, there were a lot of complaints 
from database publishers who were afraid it was going to 
destroy their business. Actually, HyperCard is pretty poor 
as a database — it's incredibly slow both for entering infor- 
mation and for sifting through it to find something specific. 
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What HyperCard Is great at is making Mac programming 
accessible to ordinary people. On all but its highest level 
(there are five) it's very simple to use. But HyperCard has 
severe limitations as a programming environment, so all 
stacks that are at all sophisticated use something called 
XCMDs (pronounced x commands, the name is short for 
external commands). 

An XCMD is a compiled routine, written in another pro- 
gramming language than HyperCard, that does something 
that HyperCard can't do. Once you embed the XCMD in a 
HyperCard stack, HyperCard can run it. XCMDs are used to 
create things like menus, dialog boxes and multiple windows. 

It's no surprise (at least to me) that commercial Hyper- 
Card stacks haven't really made it. For one thing, you can't 
compile a HyperCard stack into a stand-alone program. 
One of the early HyperCard stacks requires that twenty 
different files be available — which is messy. But the main 
problem Is HyperCard's slowness — it takes at least a sec- 
ond to tab from one field to another once you're in a stack. 

That's not to say that there aren't good stacks around. 
But the really wonderful ones use a lot of XCMDs, and 
usually restrict themselves to information retrieval. 1 love 
programming in HyperCard, but 1 never lose the feeling 
that its elegance is more appreciated by the programmer 
than by the end user of the stack. 

4 SuperCard 

SuperCard (written by Bill Appleton for Silicon Beach) is 
HyperCard and then some. You can do color, menus, mul- 
tiple windows, graphics that aren't just bitmaps, cards that 
are any size, and simple animation. The programming en- 
vironment is easier and friendlier than HyperCard's. You 
can import HyperCard stacks and enhance them. And you 
can turn your work into a stand-alone application. Quite a 
lot of power for $200. 

1 love SuperCard, but I'm also disappointed by it. It has 
no Undo command. The documentation is good as far as it 
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goes, but it doesn't go far enough. The main problem, 
though, is that SuperCard is slow. For example, on a Mac 
Plus, many special buttons don't highlight as soon you press 
them — there's a noticeable, disconcerting delay, 

SuperCard 1 .5 is still a product to keep an eye on. With 
HyperCard 2.0 out soon, SuperCard may not remain as 
important a product as it was. It depends on how quickly 
Silicon Beach gets a matching SuperCard 2.0 out the door. 

# SuperCard 1.5 and HyperCard 2.0 (sieve Michei) 

Probably the first thing you'll notice in SuperCard 1 ,5 is 
the vastly improved Runtime Editor. It's been rewritten from 
the ground up and is much faster and more reliable than 
the previous version. But SuperCard still isn't a fast pro- 
gram; large cards — especially those with color bitmaps and 
a lot of buttons and fields — ^still take a long time to load. To 
offset this, SuperTalk lets you open a window invisibly while 
a user is reading one card, then display it, thus hiding 
some of SuperCard's sluggishness from the user. 

SuperCard 1.5 also includes a powerful interactive 
debugger (called ScriptTracer) that lets you to examine and 
modify global and local variables, as well as send mes- 
rcaturc sages to SuperCard while script execution is paused. The 
only problem with ScriptTracer is that it takes up a lot of 
room on the screen, possibly hiding the effects of what the 
script is doing on the card underneath the dialog box. 

Mierarchiceil and pop-up menus are now very easy to 
implement, and SupetTalk lets you create or remove menu 
items at runtime (before version 1 ,5, you could only create 
items in SuperEdit). But you still have to create the menus 
themselves in SuperEdit. Version 1.5 also lets you create 
"list" fields, which allow the selection of a line or group of 
lines simply by clicking on them. 

Certainly SuperCard will continue to offer a number of 
things that HyperCard will not. This includes more power- 
ful dialogs (without resorting to externals), object and draw 
graphics, integrated color and SuperEdit (which offers edit- 




very good 
feature 
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ing capabilites not available in other programs). But Hyper- 
Card 2,0 will also offer things not supported by SuperCard. 



This will create something of a quandary for developers. 
Previously, the decision about which environment to sup- 
port was pretty streiightforward. Do you need to show color 
pictures, open multiple windows or create your own menus? 
Use SuperCard, But HyperCard 2.0 will let you do some of 
those things. And you used to be able to start a project in 
HyperCard 1 ,2,5, then convert it to SuperCard If you needed 
to do so. But it will be a while after HyperCard 2.0 comes 
out before SuperCard can translate stacks created by it. 




things 



to come 



# FroGraph (BUI nensler) 

ProQraph 1.2 bills itself as an object-oriented graphical 
dataflow language. Computer techies have seen this hype 
from many sources over the years, none of which have 
been able to live up to their own press releases. But p^werusen 

ProQraph is a different story. 

Every other graphical language I've ever tried was ab- 
stracted from a specific language, and only the problems 
that the designer could foresee could be programmed. 

FToQraph is the first that let me test out general-purpose 
algorithms right from a text-based language book. Anything 
you can do in BASIC, you can do in ProQraph. 




But why would I use it instead of, say, Pascal? ProQraph's 
graphical nature doesn't in itself make it superior to a text- 
based language (VIP proved that). It's really no easier to use 
than Pascal and the initial learning curve is about the same. 
But combining graphics with object-oriented programming 
lets ProQraph reach areas untouched by most languages. Its 
designers went even farther and based the language on 
dataflow. As a result, ProQraph should be able to handle any 
problem C or Pascal can, and a few that would be too com- 
plex to even consider in a text-based language. 

ProQraph's debugging environment goes beyond the 
normal debugging you find in other languages. It has stan- 
dard step, stop, and go with breakpoints, and ways to look 




very good 
feature 
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at variables to confirm that your code Is working — all in a 
true graphical presentation. But It also uses a truly Interac- 
tive programming environment. If it comes across a method 
that hasn't been programmed. It asks if you would like to 
create It, presenting you with the shell of the method, ready 
to have the code drawn in. 

If an error is found, the program is stopped and the 
editor is switched on. You can interrogate anything in the 
system while trying to determine the cause of the error. 
Once you've corrected the error, the really cool part kicks 
in — ProQraph doesn't stop running the program when the 
code changes are made, it just performs a "rollback" to a 
part of the program at a point when the changes would 
have had no effect, then continues on from there. The 
entire edit-compile-run-debug cycle is gone. It's more like a 
run-debug combination. 

ProQraph's ease of use encourages experimentation in 
your code and lets you take a layering approach to your 
programming, starting with the simplest ideas and slowly, 
interactively, sculpting those ideas into solutions. 

ProQraph isn't perfect. Its environment is tied a little too 
much to color, and it's only an interpreter at this point (no 
compiler). Its manuals are excellent, but they refuse to lie 
flat without the aid of a six-pack of Coke (there should be a 
law against this). But, in general, ProQraph is great. 



Tips for HyperCard users 

This section is for people who use HyperCard at anything but 
the highest, "scripting" level. (For that, see the next section.) All 
these tips work in HyperCard 1.2 and may or may not work in 
other versions. 

ft button, button, who's got the button? 

If you can't tell where all the buttons are on a card and 
you think maybe you're missing something, press I option I ae I . 
All the buttons will be framed in gray rectangles for as long 
as you hold down the keys. 
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4 showing the menu bar 

If you're in a stack that has no menu bar and you want it 
press [ as | spacebar] . That toggles the menu bar on and off. ^ 

very 

hot 

4 no visual effects on color displays 

The visual e/7ect command works only on black-and-white 
displays. They'll be ignored if the stack is running on a 
color or gray-scale monitor. (But HyperCard 2. 0 does allow 
visual effects on color monitors, and SuperCard always 
has. — Enc Alderman) 

4 a quick Open command 

You can use the message box as an alternative to the 
File menu when you want to open a stack. (You get the 
message box by choosing it from the Go menu or pressing 
. ) 'Type go stackname and press [Returnl . If you've used 
the stack before, HyperCard will know where it is and open 
it without your having to go through a series of folders to 
find it in the standard Open dialog box. 



il selecting the Browser, Button and Field tools 



You don't have to use the Tools menu to select the main 
tool you're working with. ( 36 |Tab| chooses the Browser, 
Tab 1 Tab] chooses the Button tool and f^Trabinibini^ 
chooses the Field tool. 



shortcut 



4 copying locked text 

If there's text in a field that you can't copy — the pointer 
remains the Browser hand instead of changing to the I- 
beam — that means the field is locked. You can unlock it to 
get at the text without having to know anything about stack- 
building. Just follow these simple steps: 

• Choose the Field tool from the Tools menu. (If the menu 
bar isn't showing, or if the Tools menu isn't displayed, 
see the entries called showing the menu bar and 
changing the user level.) 
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• Doubleclick on the field you want to unlock. In the 
dialog box that opens, uncheck the Locked Field button. 
Click the OK button to put the dialog box away. 

• Select the Browser tool again from the Tools menu. 

Mow you can select the text in the field to copy it. 

A Most fields are locked to prevent you from accidentally 
deleting or otherwise editing the text in them. So, to be safe, 
imponant op®” the field after you've retrieved the text and lock it again. 

warning 

4 improving HyperCard's dialer tones (Michael Bradley) 

HyperCard's Address Directory stack (and stacks iike it) 
can output touch-tone dialing sounds through the Mac's 
speaker. This means you can hold your phone's handset 
up to the speaker and have HyperCard dial for you. (On a 
Mac Plus, hold the handset at the lower left side of the 
computer; on the SE, at the iower front; and on Mac ITs, at 
the lower right front.) 

For some phones, however, the Mac's speaker isn't good 
enough. There are two ways around this problem. One is to 
use an external speaker. Get the kind that's sold for 
Walkman-type personal stereos; it will plug right into the 
Mac's sound port. But a more effective and convenient 
solution is to buy HyperDialer — a $35 gizmo that connects 
the Mac to your phone. 

4 changing the user level 

HyperCard allows five user levels for any stack. Each level 
provides new privileges for the user and includes everything 
allowed in the lower levels. (So, for example, the Painting 
level also lets you type in text fields.) The levels are: 

1. Browsing — the read-only level. 

2. Typing — allows you to type in text fields. When you're 
in level 1 or 2, you'll see only the File, Edit and Co 
menus in the menu bar. 

3. Painting — lets you use the Paint tools. The Tools menu 
is added to the menu bar. 
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4. Authoring — allows use of the Button and Field tools. For this 
and level 5, the Objects menu is added to the menu bar. 

5. Scripting — lets you edit scripts. 

If you have a stack that you'd like to alter but can't get 
at, say, the Paint tools, here's the quickest way to change 
the user level: 

• Press fWT^ . This opens the message box, a small 
window with a line for you to type on. 



j,p ,.,gi .. 

set userlevel lo 3 



• Type set userlevel to 3 (or whatever level you want) and 
press I Return I . 

• Press again to put the message box away. 

If a stack creator rea//y didn't want the stack altered, the 
message might be ignored. But you'll find that you can 
reset the user level on most stacks. (Do yourself a favor — 
save a copy of the original stack before you start messing 
around with it.) 

4 keyboard card deletion 

The Delete Card command has a keyboard equivalent 
even though there are none showing in the menu. In fact, 
it has two keyboard equivalents; ( ae | Delete) and I as Iciearl . 

tk copying text along with a field 

Using the Field tool to select a field, then copying and 
pasting it, pastes down the Field itself (with all its attributes) 
but not the text that's in it. To copy the text along with the 
field, use the Copy command as usual, but hold [shift) while you 
paste. (This works for card fields, but not background fields.) 

fk where've you been lately? 

The Recent command (on the Qo menu) shows you a 
card with miniatures of the last 42 cards you've used; click 
on one and you go directly to it, no matter what stack it's 




important 
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in. But the miniatures don't trace a history of where you've 
been in the order you were there, since once a card's pic- 
ture is in the Recent card, it isn't repositioned when you go 
back to it. 

To retrace your steps, use the Back command (in the Qo 
menu). It moves you back through the cards you've used, 
in reverse order, starting with the current one. (You can go 
back through 1 00 cards.) The Qo menu shows as the 
keyboard equivalent for Back, but you can also use [ 3§ |esc| . 

4 quitting an application (Michael Bradley) 

When you open an application from within HyperCard, 
quitting the application takes you back to the card you 
were at. To quit to the Finder, press I option | when you choose 
Quit and hold it down until the Finder's menu bar is dis- 
played. (You have to choose Qu/t from the menu; pressing 
loptionl 3g fo] won't work.) 

# importing Faint documents 

The Import Faint command imports paint (bit-mapped) 
documents into HyperCard, pasting them onto the current 
card. But since a card is so much smaller than a standard 
paint document, only part of it gets pasted on the card (and 
you can't scroll to see the rest). So, before you import a 
paint picture, use a paint program to make sure that the 
area you want is in the upper left corner of the document 
(that's the part that gets pasted on the card), 

4 moving shapes while drawing them 

When you're using the shape tools for ovals, rectangles, 
rounded rectangles or polygons, you can drag the shape 
around on the screen before you've Finished drawing it. To 
reposition the shape, press without releasing the mouse 

button. Release the key to continue drawing the shape 
after you've repositioned it, or release both the key and the 
mouse button if the shape is finished. (This feature was 
introduced in version 1.2,2.) 
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fk turning a rectangle selection into a lassoed one 

If you select a graphic with the selection rectangle and ^ 

want to get rid of extraneous white space within the selec- ^ 

tion, press (U while the selection is still active — the rectangle 
tightens into a lasso around the graphic. 

This is a Power Key option, so it only works if Power Key 
in the Options menu is checked. (The Options menu only 
appears when you have a paint tool selected.) 

4 Paste place 

When you cut or copy any element of a card — a button ^ 
or held, or a graphic — and then use the Paste command, the ♦ 

vcty 

pasted element is not placed in the center of the screen, as hot 
happens with most Mac graphic applications. Instead, it 
appears exactly in the position it was in when you cut or 
copied it. 

So if there's a button or graphic you want to appear on 
several cards, copy it from one card, flip to the new card 
and paste. You won't have to drag anything around. This is 
especially useful to know if you're going to do some flip- 
card animation, since you can be sure that the main graphic 
will always be in the same spot on each card. 

4 pasting a miniature 

To get a miniature view, like the ones in the Recent 
card, of any card, choose Copy Card or Cut Card and then 
paste the miniature down with Isnittl §§ [v1 . 



4 ttyperDA (au) 



This useful desk accessory (from Symmetry) is a stripped- 
down version of HyperCard that lets you access stacks 
without having to either exit the application you're in or 
buy enough memory to run HyperCard and other applica- 
tions under MultiFinder, It's designed for people who aren't 
techie but who still want to be able to refer to stacks. 
(Another advantage of HyperDA — unlike HyperCard, it can 
copy text even when a field is locked.) 
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4 The nypetfiedia Group (ah) 

If you'd rather have someone else create stacks (Hyper- 
Card demos, etc.) for you, I recommend The HyperMedia 
Group. In the spirit of full disclosure, I should say that one 
of its principals, Eric Alderman (author of many juicy tips in 
this chapter), is a friend of mine, but I've seen the work 
they've done for clients like Apple, Claris and Movell and 
have been impressed by it. (If Apple likes their stuff, chances 
are you will too.) Contact info is in Appendix B. 

ft The Automation Group 

The Automation Group, also listed in Appendix B, does 
great stack development too. They focus on CD-ROM appli- 
cations. 




vcty good 
feature 



Tips for HyperCard programmers 

These tips work in HyperCard 1.2.2 and may or may not work 
in other versions. 

4 1 0 1 Scripts and Buttons for HyperCard 

1 didn't count the items in this package, but it also in- 
cludes fields, graphics, utilities, icons, cursors, XCMDs and 
XFCHs, as well as scripts and buttons. It's a terrific pack- 
age — a well-put-together stack of useful and imaginative 
utilities and routines. It's easy to navigate your way around 
the various categories, and you can ask for more informa- 
tion or a demonstration of any feature. 

Most of the utilities and routines Included are aimed at 
extending the HyperCard interface, by giving you things 
like animated buttons and special pointers. There are also 
time-saving utilities for the stack creator, like one that cre- 
ates a neatly aligned array of buttons. 



4 CLR HyperArrays 

The folks at Clear Lake Research wrote such great exter- 
nal routines for Macintosh BASIC that Microsoft licensed 
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them (the routines, that is, not the people) and included 
them in the language. CLR has now turned some of its tal- 
ent towards HyperCard, and HyperArrays is the First result. 

HyperArrays 2.0 Includes 1 5 XCMDs and 33 XFCris. Al- 
though it gives you true arrayed variables, that's only the 
beginning. Most of the routines handle matrix mathemati- 
cal operations (they work on rows, columns or the whole 
matrix, and include straightforward adding and subtracting 
as well as finding minimum and maximum elements In any 
area). There are fancier mathematical functions too, like 
log, sine, cosine, square root and exponentiation. You can 
also do things like merge arrays. 

HyperArrays 2,0 also includes some routines that can 
be used outside the array structure, like sorting, generating 
random numbers (faster than HyperTalk can) and empty- 
ing a field of blank lines. 

fl some scripting basics 

HyperTalk works with lines of information. If the text of 
your command is too long to fit in the script window, press 
I Option I Return I to move down to the next line. This inserts the 
line-continuation marker ( -■ ) at the end of the first line and 
tells HyperTalk that it's not at the end of the command line. 

When you want to insert comments into a script to re- 
mind yourself (or tell another user) what the routine is 
supposed to do, type a double hyphen ( — ) at the begin- 
ning of the comment. You C2in put it at the beginning of a 
line, or after a command in the middle of a line — HyperTalk 
ignores everything on the line after it, 

4 shortcuts to scripts 

The basic way to get to the script for a button or field is 
to doubleclick on the button or field (while the Button or 
Field tool is selected), then click the Script button in the 
dialog box that appears. A faster way is to hold Isniftl while 
you doubleclick on the button or field — the first dialog box 
is bypassed and you go directly to the Script editor. 
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The basic way to get to the script for a card, background or 
stack is to choose the Card Info, Bkgnd Info or Stack Info 
command from the Objects menu and then click in the Script 
button In the dialog box that opens. A faster way is to hold 
I Shin I while selecting the Info command. And even faster way 
than that is to use one of these keyboard commands: 



1 Option 1 §g fcl 


script for the card 


[Option! §6 m 


script for the background 


[Option! 3g fs] 


script for the stack 


4 new synonyms 




Version 1 .2 introduced some new synonyms and abbre- 
viations for HyperTalk words. The left column shows the 
new synonym, the right column the word it stands for (and, 
in parentheses, any previous, still-usable abbreviations): 


new synonym 


for 


bg 


background (bkgnd) 


bgs 


backgrounds (bkgnds) 


bins 


buttons 


cd 


card 


cds 


cards 


fid 


field 


fids 


fields 


grey 


gray 


pict 


picture 


sec 


second 


secs 


seconds 


tick 


ticks 
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# the Closest and Farthest commands 

Using the C/oser(Ci3l] ) and Farther ( fWT ^ ) commands 
moves a button or field one layer at a time — that is, only 
past a single other element. If you want to move the se- 
lected button or field all the way to the top or bottom of the 
pile, hold I Shin I while you choose Closer or Farther from the 
menu, or use I Shin I S6 PH or [shinl §8 PH . 

4 identifying buttons and fields 

There are three ways to identify a button or field: by its 
number, by its ID and by its name. 

Fields and buttons are assigned numbers automatically. 
But the number merely notes where the object is in the objects 
layer on the card and changes when you move the object with 
the Closeror farther command. Buttons number 1 and 2, for 
example, have their numbers switched if you move the first 
button closer. So, if you identify a button or field in a script 
according to its number, you'll regret it. 

Instead, you can refer to an object by its ID; although this 
is also an automatically assigned number, it's safe to use in 
scripts, because it never changes. But since it's hard to re- 
member what button ID 7 does versus button ID 9, name all 
your buttons and fields and use those names in your scripts. 

4 changing pointers 

You don't have to stick to Just four basic pointers, nor 
do you have to refer to them by number ID. There are eight 
pointer options available (although none isn't a pointer at 
all — it's the option to hide the pointer): 



set 


cursor 


to 


"hand” 


set 


cursor 


to 


”iBeam' 


set 


cursor 


to 


"watch' 


set 


cursor 


to 


"cross' 


set 


cursor 


to 


"plus” 


set 


cursor 


to 


"arrow' 


set 


cursor 


to 


"none” 


set 


cursor 


to 


"busy’ 
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The last option, busy, changes the pointer to a beachball. 
Each time you call it, the beachball appears in a new position, 
which makes the ball look like it's spinning on the screen. 

(note that since you're programming the Mac, you use 
the computerese term cursor rather than the Mac-friendly 
term pointer. — An) 

4 visual effects within a card 

The visual effects command, normally used when mov- 
ing from one card to another, can also be used within a 

very 

hot card, to slowly reveal buttons and/or fields. 

Up 

Start with the buttons or fields hidden, lock the screen 
and then show the button or fields (they won't actually be 
displayed because the screen is locked). Finally, unlock 
the screen with a visual effect in the un/ock command. The 
script will look something like this: 

hide card button 1 

lock screen 

show card button 1 

unlock screen with dissolve very slow 

Using this to slowly reveal a single button on an already- 
displayed card is a good attention-getter. And you can, of 
course, make buttons or fields disappear, by hiding them 
while the screen is locked and then unlocking the screen 
with a visuai effect. 

4 the 64-element limit 

HyperCard has a limit of 64 elements when it's doing 
calculations. A function is itself an element, as are all its 
arguments. So if you use max (the List), then the List can only 
contain 63 items. 

4 attaching fonts & DAS (Michael Bradley) 

You can attach fonts and desk accessories to HyperCard 
stacks with the Font/DA Mover in just the same way that 
you can attach them to applications. Just hold down tlie 



chapter 1 7 — (Programming 



865 



I Option I key when you click the Open button in the Font/DA 
Mover's window, then select the stack you want to add 
them to. 



IBe aware that Apple doesn 't recommend doing this and 
has stated that it may not work with future reieases of the 
system software. The safest soiution is to distribute a suit- 
case file of fonts and DAs with your stack. — Eric Alderman) 




important 

warning 



4 simulating dimmed buttons (ehc Mderman/szA) 



One Macintosh interface feature that isn't provided in ^ 
HyperCard is the ability to disable — or dim — buttons. Here's ^ 
how to achieve the same basic effect: 'h^ 

tip 

Make a gray image of the button in question. If you have 
a screen-capture utility, you can take a picture of the real 
button and paste it on an unused card to work with. Or, if 
you have a compact Mac, you can dump the entire screen 
to the disk and then get the button part of it by opening the 
document in a paint program. If you're working in Hyper- 
Card, you'll have to pour gray paint into each letter and the 
button frame separately. But in SuperPaint, you can use 
the Paint on Black mode with the Fill command to turn the 
button gray. 



Button 






Once you have the gray version of the button, put it on the 
card underneath the real button. When you want the button 
to be disabled, hide it and the button picture will show; when 
you want to activate the button. Just show it again. 



4 simulating list boxes (Eric Alderman) 

The key to simulating a list box in HyperCard is setting ^ 
the lockText of a field to true, so the field will read the mouse • 

very 

click. Once clicked, the script of the field will set the lockText 
of the field to false and will use the mouse location to de- 
cide which line to select. 



866 


‘The. 9dacintosh ‘BihCe, Third ‘Edition 


very good 
feature 


By checking for the mouseCllck In the mouseUp han- 
dler, you can sense a doubleclick on the field. (A more 
dependable way to sense a doubleclick would be to keep 
track of the elapsed ticks since the original click and then 
vary that number based on the desired delay for the sec- 
ond click. But checking for the mouseClick usually works 
just fine, and it's a lot easier.) 

In the field script, type the following: 
on mouseUp 

— allow the handler to edit the text 
set the lockText of me to false 

— place insertion point at the same position 
click at the clickLoc 

— use "the selectedLine" to find line number 
get the selectedLine 

— select the entire line (all except RETURN) 
select it 

— get a chunk expression of the selection 
get the selectedChunk 

— add 1 to the end character (to include RETURN) 
add 1 to word 4 of it 

-- select the line with RETURN 
select it 

— enable clicking again 

set the lockText of me to true 
end mouseUp 

Be sure you size the field so that it's the correct height 
for the size of text you plan to use. You can determine the 
height of a field by checking the he/ghf property of the field. 

After you've selected a line, you can use the command 
get the selection or the functions the selectedLine, the 
selectedChunk or the selectedText (SuperCard 1 .5 adds a 
fanatastic feature for creating list boxes of this type, A new 
field style allows you to include snappy, professional list 
boxes in your application.) 
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tk selected text and autohilite buttons (Eric Alderman) 

Clicking on a button which is set to autohiiite causes the 
program to deselect any text which happens to be selected. 
This means that the script of the button can't do a get the 
selection to determine what text has been selected, and 
that means you have to use buttons that don't autohilite 
(which is really too bad — 1 prefer buttons that autohilite). 

One alternative is to place the contents of the selection 
into a global variable as soon as it's selected (in the script 
of the field). Then it wouldn't matter if the text is dese- 
lected when a button is pressed, since the button's script 
could simply access the value of the global variable. 

There's another possible solution: Instead of using the 
Auto hilite check box in the Button Info dialog box, you can 
simulate the autohiliting in the script after the selection 
has been grabbed. Here's a handler you can place in a 
button (with autohilite set to off) that puts the selection into 
a variable (which 1 call — quite cleverly — aVariable): 



on mouseUp 

put the selection into aVariable 
set the hilite of me to true 
wait 5 ticks 

set the hilite of me to false 
— continue with other steps for button 
end mouseUp 



(note that the hilite function deseiects the text the same 
way the autohiiite function does, if you want the seiection 
to remain seiected — the way a standard Mac program wouid 
handie it— you have to inciude a routine in the script that ~w^ning 
reseiects the seiection. — SZA) 




4 hiding field scroll bars (Eric Alderman) 

Field scroll bars in HyperCard don't act like normal Mac ^ 

scroll bars — they're always displayed, no matter how much ^ 

text is in the field. This is disconcerting to most Mac users, iSt 
who expect the scroll bars to disappear (become blank) 
when all the available information is already displayed. 
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Item #1 




Item #2 




Item #3 




Item #4 




Item #5 




Item #6 






O 



Item #3 ^ 

Item #4 
Item #5 
Item #6 
Item #7 

Item #8 

Item #9 O 



The way I've gotten around this is to create narrow, 
opaque fields (with lockText set to true) that cover the scroll 
bars when they should be blank; I call them cover fields. 
Once they're created, all that's left to do is to show or hide 
them as needed. Here's a script that does that: 

on cover f ieldtoCover 

get the rect of field fieldtoCover 
put item 4 of it - item 2 of it - 2 into fieldHeight 
put fieldHeight / the textHeight of field — i 
fieldtoCover into numLines 

put "Cover" && fieldtoCover into coverField 
if the number of lines in field fieldtoCover -i 
> numLines then 

hide field coverField 
else 

show field coverField 
end if 

set the scroll of field fieldtoCover to 0 

end cardCover 

Cover fields work best In list-box type fields like the 
ones shown above for a couple of reasons: since the text Is 
usually Inserted Into tlie field In a controlled manner by a 
script, you can call the cover fields as needed; and since 
each line usually ends with a I Return 1 (rather than being word- 
wrapped), It's simple to determine the number of lines. 

With wrapped text, there's no way to calculate the num- 
ber of "lines," since a line by definition Is a string of text 
ending In a [Return) . So It's very hard to sense when the 
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number of lines has changed as you're typing. On idle 
doesn't work either, because it's too disruptive. 

I developed a klugy but workable solution. 1 found that 
if you set the scroll of a wrapping field to some very large 
number, then did a click at to click the up arrow, the field 
would scroll to its bottom. Once at the bottom of the Field, 
you can tell whether the cover field is needed by checking 
to see if the scroll is now greater than 0 (that is, if any text 
is scrolled off the top). 

Hey — it works, OK? Here's the script for wrapped fields: 

on cover fieldtoCover 

get the rect of field fieldtoCover 

set the scroll of field fieldtoCover to 10000 

click at item 3 of it - 5, item 2 of it + 5 

put "Cover" && fieldtoCover into coverField 

get the scroll of field fieldtoCover 

if it > 0 then 

hide field coverField 
else 

show field coverField 
end if 

end cover 

Both of these handlers assume that the name of the 
cover Field (the one that's used to cover the scroll bar) is 
named Cover, followed by a space, followed by the name 
of the field it will affect. To use the routine, you place one 
of these handlers into the card, background or stack script 
of your stack. Then a command like cover "card field 1" 
will perform the cover routine on any given Field. 

4 hiding dialog boxes (Eric Alderman) 

When you want to hide a dialog box you've popped up 
over a screen (one you've created yourself, not the Ask or 
Answer dialog box), it's best to set lockScreen to true. (If you 
don't, you get a much messier effect as each element of 
the dialog box disappears.) If there are a lot of elements to 
the dialog box, it might take a few seconds to be hidden. 
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so change the pointer to the wristwatch or the beachball, 
with watch or busy. 

4 zooming fields (Eric Alderman) 

You can simulate the action of a zooming window with a 
HyperCard field. For example, you might want to have a 
small field on a card that can expand to a larger size and 
then contract back to Its original size. Here's a script that 
will do that: 

on mouseUp 

— the variable oldRect tracks the field' s -i 
original size 

global oldRect 

— check to see whether it's time to zoom 

if the rect of the target is not "3,23,509,339" then 

— remember original size 

put the rect of the target into oldRect 

— to produce visual effect without going anywhere 

visual effect zoom open 

go to this card 

set the rect of the target to 3,23,509,339 — zoan 
else — unzoom the field 

— produce visual effect without going anywhere 

visual effect zoom close 

go to this card 

set the rect of the target to oldRect — unzoom 
end if 

end mouseUp 

By placing this script into any locked field, you can zoom 
it to full size by simply clicking on It and then return it to 
normal size by clicking again. Of course, you could modify 
this to only work when, for example, the field is ( option Iclicked. 

If you want to be able to zoom a field which isn't locked, 
use the same script but hold down when you click on 

the field. 
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The rectangle used in the script is about fuil-size in the 
HyperCard window, but you can easily modify it to make 
the field expand to any size and position you wanted. 



You'll have to watch out for other cards or fields that 
appear in front of the zoomed field. To deal with that, 
either use the Bring Closer menu command to bring the 
zoomed field closer to the front, or hide some of the but- 
tons and fields each time you zoom the field. 

(Remember that visual effects don't work on coior or gray- 
scale monitors unless they're set to black-and-white. — SZA) 

4 changing the pointer while over a button (Erie Aideman) 




important 

warning 



You may want the pointer to change its shape when it is ^ 
moved over a button on the screen, as a way of letting the - 

very 

user know when to press the mouse button. For example. hot 
you might want to turn it into a picture of a mouse or of a 
finger pointing. 



You can do this by placing a mouseWithin handler in the 
card, background or stack script of your stack which changes 
the pointer as long as it's within the rectangle of a button. 
Here's the handler: 



on mouseWithin 

if "button" is not in the target then exit -i 
mouseWithin 

set cursor to "watch" — or whatever you want 
repeat while the mouseLoc is within —i 
the rect of the target 
if the mouseClick then 

click at the loc of the target 
exit mouseWithin 
end if 
end repeat 
end mouseWithin 
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QuickBASIC tips 

4 activating the Command window 

stops programs that you're running — ^you'll Tind it 
in the default File menu for any program that you write. But 
in the QuickBASIC environment itself, r^TH activates the 
Command window. 

4 LaserFrinter listings 

QuickBASIC prints its program listings in Geneva — even 
if you're using a LaserWriter. To force QuickBASIC to use 
Helvetica instead, execute this command from the Com- 
mand window before choosing Print from the File menu: 

POKEW &h984,21 

If you want to change the size of the print in the listing, use 
POKE &h987,n 

where n is the point size you want. 

Poking these values also affects the font in the List win- 
dow on the screen. Poking a new size affects menus, dialog 
boxes and other text in the program. The changes are lim- 
ited to QuickBASIC when you're working in MultiFinder and 
they only stay in effect until you quit the program — or poke 
new values. 

If you want to return to 1 2-point Geneva in the List win- 
dow after you've printed your listing, use 

POKEW &h984,l:POKE &h987, 12 

in the Command window, 

4 dropping CALL 

The CALL statement isn't necessary for ROM routines 
(except for one, noted below). And when you drop CALL, 
you also get to drop a set of parentheses. So instead of 
typing CALL PEMSIZE (3,3), you can use PEMSIZE 3,3. 



chapter 1 7 — (Pronrammina 



873 



When you drop the CALL from more Involved ROM rou- 
tines, you still drop a set of parentheses — so you get 
FRAMERECT VARPTR (pat%( 1 )) instead of CALL FRAMERECT 
(VARPTR (pat%(l))). 

The only time you can't drop CALL is for CALL LIME — 
without the CALL, QuickBASIC thinks you're using the 
standard LINE statement, which needs a different set of 
arguments than does the ROM routine LINE. 



4 macro keyboard shortcuts 



QuickBASIC doesn't have the keyboard shortcuts that 
earlier versions of BASIC had — the obscure combinations 
of [Option) plus a character to type in a command word. But 
you can make your own shortcuts with a macro program — 
and while you're at it, you can make them less obscure. 



shortcut 



Just record as a macro the typing of any keyword you 
use often. In fact, you can record more than just the key- 
word — ^store phrases like WINDOW 1„( )-( ) and Just fill in 
the blanks with the numbers you need after you play the 
macro back. 
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Financial and accounting 
programs 



# Quicken 



Quicken ($70) is a terrific checkbook program for home 
or a small business. It lets me print checks on a LaserWriter 
or ImageWriter (check fonns are available from the pub- 
lisher), or 1 can use my own checkbook and enter the 
amounts into the program as transactions. Best of all. 
Quicken doesn't force me to understand or use double- 
entiy bookkeeping. 1 can mark checks as "outgo" for dif- 
ferent categories (child care, business, utilities, etc.) but 1 
don't have to keep track of where my income comes in 
from (1 don't care). 




very good 
feature 



Quicken makes checkwriting and bookkeeping easy in 
a number of ways. One of the best is the Recurring Trans- 
action List, where you can store information about checks 
you write frequently; all you have to do is doubleclick on 
that transaction in the list and all the information is entered 
on the check. Recurring 'Transactions don't have to have 
an amount filled in ahead of time, so you can use it for bills 
like the telephone and electric, as well as for your rent or 
mortgage, where the amount is always the same. 

Unfortunately, the Quicken interface needs quite a bit 
of work. You have no choice about the font — on the screen 
or in printouts. The Recurring Transaction List only displays 
a limited number of characters — so I can't tell the difference 
between Manufacturer's Hanover MasterCard and 
Manufacturer's Hanover Visa because all 1 see in the list is 
Manufacturer's Han (although the full name gets entered 
on the check). 

This list and the Category List (which shows your budget 
categories, so you can note what each check is going for) 
are regular windows, not floating windows (palettes). That 
means you have to click on the 'Transaction window to 
activate it, then doubleclick on the transaction you want 
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(the extra dick wouldn't be necessary if the windows were 
paiettes). And these windows always open to a default po- 
sition, instead of where you left them (it's annoying to have 
to arrange your screen every time you open the program). 

But even if the interface needs polishing. Quicken has 
aii the features 1 need. This is the first friendly Mac check- 
book I've found (and at a user-friendly price). 



# Managing Your Money (sieve schwam) 




very good 
feature 



Although it only came to the Mac in 1988, Managing 
Your Money has been around on other machines since 
1 984. it's a mature, weii-conceived program that can handie 
all your home financial activities, (Andrew Tobias, author 
of the program and of books likeThe Only Investment Guide 
You'll Ever Meed is one of the clearest and most entertaining 
writers around, tie made sure the program was 
nonthreatening, easy-to-use and fun. — AFi) 



I < File Edit Remind Money Tbh Plan Inuest Net UJorth 

MMMW 

Tuesday, June 21, 1900 




IIU 

Help 






Steven Schwartz: I960 Records 



Quit 



The opening screen/main menu (above) looks like Hy- 
perCard. To move to any part of the program, you can click 
an icon, select a command from a menu or — in many 
cases — doubleclick an item on one of the many data entry 
screens. I initially found this duplication confusing, but the 
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thing to remember is that whatever makes sense usually 
works. You can get there from here — usually by two or 
three different routes. 



After setting up asset-and-liability accounts and custom- 
izing the budget categories, you can begin to enter transac- 
tions. Each transaction has two components. In the case of 
money you spent for example, the components are where 
it came from (checking, savings or cash, say) and what it 
was spent on (groceries, gasoline or whatever). 



As you record the bills you've paid and the money re- 
ceived. and update the current value of your investments 
and possessions, the information is automatically entered 
into a net-worth statement. A report of your overall financial 
status (with accompanying graphs) is only a keystroke away. 
Simply marking items as tax-related kicks them into an 
impressive tax-estimator component, which duplicates 
major IRS forms and provides on-screen worksheets for 
the hard parts. 



What distinguishes Managing Your Money from its com- 
petition is that it's all-inclusive. In addition to the normal 
check-writing and budgeting functions, it lets you handle 
IRAs and other investments; do tax, insurance, retirement 
and college-tuition planning; and perform financial calcula- 
tions for things like mortgage refinancing, loans and annu- 
ities, and bond yields. 




very good 
feature 



There's also a feature that lets you set reminders for 
appointments and projects, and specify a frequency for each 
(one time only, weekly, etc.), I just wish the program would 
automatically let me know that something is pending, instead 
of expecting me to remember to check my reminders. 

The only serious problem I have with Managing Your 
Money is the price. Is any home financial package worth 
$220? I suppose it depends on how much money you're 
managing. If the price doesn't bother you and you've made 
a commitment to keep better track of your money. Manag- 
ing Your Money will do a fine job of it. 
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4 In-House Accountant (sieve scuwam) 

In-f1ouse Accountant ($200) is a double-entry account- 
ing system that offers invoicing, budgeting, bank recon- 
ciliation, check and statement printing and more useful 
reports than you can shake a stick at. (Double-entry ac- 
counting requires that each credit transaction be balanced 
by an equal debit and vice versa. For example, if you make 
a sale and deposit the money, you'd debit your bank account 
and credit one or more income accounts — product sales, 
say — by the same amount.) 

Some of the more useful features include: 

• no need to "post" transactions 

• provision for recurring transactions 

• on-screen preview of reports and "batch" printing 

• invoicing, statements and aging reports 

• bar and pie charts that compare this year's, last year's 
and budgeted amounts for any account or group of 
accounts 

• a financial calculator with formulas for present and 
future value, loan payments, interest and principle, and 
three kinds of depreciation 

Learning to use the program is facilitated by context- 
sensitive help, a guided tour of the program with sample 
data, a question-and-answer section in the manual and an 
introduction to accounting for novices. If you're new to 
double-entry accounting, you should supplement this ma- 
terial with other reading. 

Since it uses standard menus and a normal Macintosh 
interface, you'll spend most of your time learning how 
double-entry accounting works and setting up a chart of 
accounts. The issue isn't whether you're a Macintosh nov- 
ice or expert but whether you're an accounting novice. 

Because In-House Accountant is designed for accountants 
and nonaccountants alike, the program's greatest weakness is 
its lack of flexibility. Reports — although plenUful — can't be cus- 
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tomized, invoice and check printing only work on specific forms 
and data can't be imported from other accounting programs. 
Still, it is easy to use and should suffice for many small businesses. 

ft SuperMOM (All) 

national Tele-Press's SuperMOM (for mail order man- 
ager) is an order-entiy program that's easy-to-leam, even 
for novice users, it manages everything from accounts re- 
ceivable and payable to Inventoiy and sales tax. 

We used an earlier version of the program (called simply 
MOM) at Goldstein Blair for over a year and national Tele- 
Press's support was a delight. There was always a technically 
knowledgeable person available to return calls, answer user 
questions and patiently walk people through problems. 

MOM let you edit or reverse any transaction you make, 
and you never had to key information in twice — the relevant 
fields are interconnected and the information is automati- 
cally entered in all of them. The problem with MOM was its 
rigidity. Making changes in how it did things required 
customization by a programmer. 

national TelePress no longer provides custom modifica- 
tion. Instead, they've built in a certain amount of 
customizability to SuperMOM. Beyond that, they claim to 
incorporate into updated versions of the program 75% of 
the changes customers request. 

If you don't want to take the time and trouble to custom- 
ize a database like FileMaker for your own use, and you want 
all the connections between files thought through and set 
up for you ahead of time, MOM is definitely worth considering. 

4 business accounting packages (An) 

I'm told there's a saying In business accounting circles that 
no one is ever happy with their accounting package. Although 
1 didn't appreciate hearing this from the people who had just 
customized and installed ours, as a response to the blizzard 
of problems that ensued, it's certainly been my experience. 
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In the hope of finding a decent system for ourseives, 
we've done an enormous amount of research in this area. 
We finally gave up on finding a package that wiii process 
our mail orders quickly and give us the accounting we need. 

Instead, we're setting up a customized database to pro- 
cess orders; data from that wili be exported to a separate 
accounting package. This seems to be the best solution for 
businesses like ours; we'li let you know how it works out. 

If you need to find something now, ail I can say is, do 
plenty of research, and don't be surprised to find that your 
'h^ accounting package dictating how you run your business. 

Up 

4 ShopKeeper-4 (LanyPina) 

ShopKeeper-4 is an amazing "cash register" program 
designed by Apple retailer Mike Nudd specifically for small, 
independent, retail businesses. The program comes in 
single- and multiuser versions and can track over 8000 
charge customers and 8000 Inventory items. 

Combined with an APQ cash drawer, a hard disk and a 
bar code reader, it can turn your Mac into a high-tech 
electronic cash register, just like the ones used in super- 
markets and department stores — but at a fraction of the 
cost. And. in true Macintosh fashion, it's much easier to get 
started with and to maintain. 

When merchandise is received, you enter it on 
ShopKeeper's supplier invoice screen, which looks just like 
a supplier invoice. Then you print stock number/price stick- 
ers on 3.5" mailing labels and sticker the inventory. When 
merchandise is sold, all you have to do is copy the stock 
numbers off the stickers. If a sticker is missing, you can also 
look up prices and stock numbers right on the screen. 

ShopKeeper's data searches are incredibly fast. Given 
the correct stock number, ShopKeeper fills in a complete 
item description, enters the current price, calculates tax 
and discounts, adjusts the inventory, rings up the sale, 
opens the cash drawer, calculates change and prints the 
invoice — on plain paper or Deluxe-brand computer forms. 




vcty good 
feature 
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The program works with any ImageWriter-compatible 
printer (and even some that aren't ImageWriter-compat- 
ible). At the end of the day, ShopKeeper prints detailed 
sales reports and also totals the register. All this from a 
program that only costs $300. 

If it sounds too good to be true, order the $5 demo disk 
and see for yourself. You get the full working program with 
ail features enabled (except that it's limited to 50 invoices) 
and a nicely printed ten-page minimanual. 

ll MacInTax 

I'm a strange enough person to always have taken a sort yO 
of perverted pleasure in designing a spreadsheet to handle BPb 
my income taxes. But then I met MacInTax. It's absolutely very good 
beautiful, and I've recommended it to eveiyone. My sister 
called towards the end of last tax season to say she and her 
husband had put aside a weekend, as usual, to get the 
taxes done, but they were finished in under three hours. 

What you see on the screen are replicas of the paper tax 
forms you get from the IRS, and you fill in the blanks just as 
you would on paper. But since there's a program behind the 
forms, all the calculations are done foryou automatically, and 
all the forms you've used are included in those calculations. 

So if you fill out form 2441 (Child Care Credit), for ex- 
ample, it already contains the Figure, taken from the 1 040A, 
on which the total allowable credit is based. Then the final 
figure from form 2441 is automatically entered back on 
the 1040. 

Qet Info on any line on a form and MacInTax shows you 
the official IRS instructions (too bad they didn't get per- 
mission to use text from one of the more popular — and 
understandable — tax guide books). When you think you've 
finished, MacInTax will show you any spot you've forgotten 
to fill in. When you are Finished, you just print out the forms, 
which are acceptable to the IRS (special fonts are included 
with the package). 
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very good 
feature 



MacInTax is so easy to use that I never looked at Its 
documentation until I wrote this review. And 1 never used 
Its telephone support until I was audited. The 
documentation's fine and the telephone support was phe- 
nomenal. I called to get help rescuing a file created with 
the 1987 version of MacInTax — which the tech support guy 
didn't even have around anymore. He spent nearly two 
hours on the phone with me as we worked through the 
problem (and he didn't know I was a journalist). 

(As a reviewer, my dealings with MacInTax's publisher, 
Softview, have been so unpleasant that I refuse to have 
anything further to do with them. That may not make any 
difference to you when using the program, but I thought 
you should know it. — Afi) 



Miscellaneous software 



4 Wllinaker(An) 



Holo Press, publisher of scores of extremely useful self- 
help law books and crusader against the ruling 
shysterocracy, has a terrific program that helps you write 
your will. (Dying without a will Is really a mistake. The legal 
and judicial buzzards will feed off your financial corpse, 
greatly reducing what your friends and family get. After all, 
do you really want your Mac sold to pay the predatoiy fee of 
some troll at the courthouse?) 




very good 
feature 



WillMaker comes with an entire book that gives you 
background on the various choices making a will confronts 
you with, but you can just let yourself be walked through 
the program and only consult the book when you want (or 
not at all). When you're done, WillMaker prints out a will 
(on virtually any dot-matrix or laser printer) that's a legal 
document In any state except Louisiana (whose laws are 
based on the Hapoleonic Code rather than English com- 
mon law) and the District of Columbia, 
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WillMaker costs $60, which is a small fraction of what a 
lawyer will charge to draw one up, or of what the probate 
court will extract as tribute if you're foolish enough to die bargain 
intestate (without a will). Making a will is an easy thing to 
put off, but WillMaker makes it easy and almost fun, so 
don't put it off too long. 



4 For the Record (ah) 

Another useful product from liolo is For the Record ($50). 
it helps you organize all your personal, financial and legal 
records so you can find them when you need them. The 
program lets you protect your records with a password, 
and print them out, in whole or in part. The 270-page manual 
gives you legal background and practical tips on record- 
keeping and personal planning. 

Like making a will, organizing your personal records isn't 
the sort of thing you plan a weekend around. But, also like 
making a will. It's something you shouldn't put off too long — 
and that you'll feel great about getting out of the way. 




very good 
feature 



# MacFroJeCt (Karen Faria) 

MacProject 11 2.0 is a powerful project-management tool. 
You start a project by graphically mapping it out on the 
Schedule Chart, using boxes to represent tasks and draw- 
ing lines between the boxes to show dependency relation- 
ships. As you draw the map, you enter project and task 
information such as scheduling, resources and budgets. 

MacProject II then coordinates the data and displays it 
in seven additional charts. It coordinates schedules, lets 
you know when you've over-allocated resources (a very 
helpful feature) and keeps track of costs and income for 
both individual tasks and and an entire project. The Re- 
source Timeline and Task Timeline charts are "bare-bones" 
Qantt charts (for more on that, and on how to improve 
them, see the next entiy). I like the Resource Timeline 
because it lets you see at a glance what tasks a particular 
resource is being used for. 



886 


'Ihe Macintosh ‘BiSk. Third ‘Edition 


very good 
feature 


The Task Cost Entry Table shows you fixed costs and 
income for each task and provides a way to review expenses 
for each task at a glance. The Cash Flow Table displays 
planned, actual and cumulative costs and income for the 
entire project by date ranges. The Resource Table shows 
all resources, their cost information, availability and where 
to Find their schedules. The Resource Histogram is a bar 
chart that shows how your resources are being used on a 
given date. The Project Table presents all Information about 
a project in a table form and is particularly useful if you're 
planning several projects at once and want to input the 
information quickly. 

MacProject makes it easy to manage complex projects. 
Let's say you're working on a project and you realize that 
one of its tasks is fairly complicated and should actually be 
a project of Its own. It's easy to split It off, and MacProject 
will automatically adjust all its calculations, 

MacProject is a good computer planning tool that can save 
you a lot of human planning hours. (But it does cost $500.) 

4 Great Gantt! (Karen Faria) 

Great Gantt! 1 .2 ($200, from Varcon) is exactly what it 
says it is — an easy-to-use application that produces great 
Gantt charts. And what, you ask, is a Gantt chart? Well, it 
uses bars to chart tasks on a timeline. (At the top of the 
next page is a sample, made at Arthur's instigation, that 
illustrates the creation of the world in seven days.) 

Great Gantt! lets you see at a glance the planned and 
actual start and end dates of each task in a project, which 
tasks are ahead of or behind schedule, and how near each 
task is to completion. 

Great Gantt! also lets you customize your Gantt charts, 
making them as plain or fancy as you like. You can also 
create style sheets by saving customized formats. Great 
Gantt! imports files from MacProject — which is good, be- 
cause MacProject only offers two Gantt chart formats, and 
they're both bare-bones. 
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There are a couple of drawbacks to Great Gantt!. For one 
thing, while you can change the font and style of column 
headings, you can't change the point size. For another, the 
way Great Gantt! moves text blocks is clumsy, if you create 
a text block and want to move it immediately, you have to 
click on the pointer tool, click outside the text block and 
then move the text block. It seems like a small thing, but it 
takes some getting used to. 

Great Gantt! comes with a good manual that's written by 
humans for humans, and good technical support. All in all, 
it's a good application that does what it says it does. 

fixture 

4 SmaitForms vs. Fast Forms (Karen rana) 

Both SmaitForms ($400, from Claris) and Fast Forms 
($ 1 80, from Power Up) are designed to make it easy for you 
to create forms, and both inciude supporting applications 
for filling out and/or printing the forms you create. They 
both have data fields capable of making automatic calcula- 
tions, and can import data from spreadsheets or databases. 

But SmaitForms has better graphic tools and other impor- 
tant features that Fast Forms lacks. 




very good 
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very good 
feature 



In SmartForms, you can create multipage forms and 
work in up to seven documents at a time. In Fast Forms, 
you can only create single-page forms and have only one 
document open at a time. While both programs have verti- 
cal and horizontal rulers, with hairlines that show the exact 
location of an object as you draw or resize it, only 
SmartForms' Spec Box gives you the object's dimensions 
and location numerically. 

In SmartForms, you can rotate objects, pin them down 
and group them. I really missed these features when working 
with Fast Forms. And SmartForms has simplified leading and 
kerning capabilities, and the ability to center text vertically. 

Although both programs work perfectly well, SmartForms 
Is obviously more powerful. It's up to you (and your budget) 
to decide whether or not the greater power is worth an 
additional $220. 



4 MactnUse 

MaclnUse Is a terrific init that's invaluable If you do time- 
billing and need to know how much time you've spent 
working on a projects for each client. It keeps track of how 
long you spend in each application, and/or on any docu- 
ment, putting the information in a text file that's readable 
by any word processor, database or spreadsheet program. 
This also makes it a great tool for network administrators, 
who can see how files are being utilized, and by whom, 

/) Version 3.0 has a lot of small but important improve- 

■Uq ments over previous versions (which were pretty nifty al- 
ready). You can tell MaclnUse when to start the clock 
feature ticking — so, for instance, if you go Into an application for 

five minutes just to read a document, that doesn't have to 
go into the data sheet. You can make MaclnUse ignore any 
time spent in the Finder, and define an "idle time" that 
won't be included on the time clock — so if you walk away 
from the computer, MaclnUse knows you're not there if 
nothing's happened for the last five minutes (or whatever 
Interval you choose). 
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Another useful option prompts you for specific informa- 
tion or a general comment each time a new application or 
document is opened for time-tracking — the information you 
enter in the dialog box is stored along with the rest of 
MacInUse's data. (You can design your own dialog boxes 
for the prompts, including even radio buttons and 
checkboxes for input.) 

(My dealings as a reviewer with this program's publisher, 
Softview, have been so unpleasant that I refuse to have 
anything further to do with them. That may not make any 
difference to you when using MacInUse, but I thought you 
should know it. — AM) 



Microsoft Works is an integrated program that includes a word 
processor, a spreadsheet, a database and a communications 
module. Each of these modules is briefly reviewed in the chapter 
that covers that topic, and the tips for those modules are also in 
those chapters. What we cover here are tips that are common to all 
(or most) of its modules, or that relate to how the modules interact 
with one another. 

il doubleclicking for New 

When Works' large Open dialog box is on the screen, 
doubleclicking on a module icon has the same effect as 
selecting it and then clicking the Mew button. The same trick 
works in the small dialog box that appears in response to 
the Mew command in the File menu. 

# Works' special pointers 

Sometimes, you'll notice two unusual pointer shapes — 
a hollow arrow and an I-beam with a circle in its center. 



The first most often shows up in the spreadsheet mod- 
ule and the second when you're working with large word 
processing documents. 



shortcut 
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shortcut 



shortcut 



These special pointers mean that Works Is thinking — 
recalculating In the spreadsheet, for example, or 
repaginating In the word processor. Unlike the wristwatch, 
these pointers don't prevent you from continuing to work, 
but they let you know that what's currently on the screen 
may be subject to change. 

4 window zoom 

Works gives you five ways to make a window fill the 
screen or zoom back down to the size, shape and position 
you set up: 

• click on the zoom box 

• doubleclick on the title bar 

• doubleclick in the size box 

• press r^lw] 

• choose the Small Window/Full Window command (on 
the Window menu) 

4 window cycling 

You can cycle through opened windows from the key- 
board. (1177] brings the window listed at the bottom of the 
Windows menu to the top of the pile, and also moves its 
title to the top of the list. Repeated uses of (HTTI will cycle 
you through all the available windows. 



4 ampersand commands 

The ampersand (&) is used to give formatting commands 



In headers and footers. To issue the command. Just type it 


in the text box for the 
commands are available: 


header or 


footer. The following 


&B 


make bold 


&C 


center 


&D 


insert date 


&l 


make italic 


&L 


align left 


&P 


insert page number 


&R 


align right 


&T 


insert time 


&F 


insert name of file (document) 
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(You don't need to use caps for the commands — in other 
words, «5r£> works the same as 8:B). 

If you want an ampersand itself to appear in a header or 
footer, precede it with another ampersand: Only one 

will be printed. 

# current date and time 

When you use <5fD or &T to insert the current date or a 
time into a header or footer, current is the operative word. / l\ 
The time and date you print a document is what will appear i mportan t 
in the printout, not the time or date you created or saved it. warning 

# style, size and font in headers and footers 

When creating headers and footers in the Page Setup 
dialog box, you can make text for bold or italic (or both) by 
using &tB and (see the entiy above called ampersand 
commands for more details). 

These commands affect only the text that follows them 
in that particular text box; to change the style (and/or size) 
of all the text in both the header and footer, use the Style 
menu. (You can also change the font of both the header 
and footer in the Font menu.) 

4 exporting text 

The Export check box in the Save As dialog box saves 
only the text of your document. You can then import it into 
another module in Works or into any Mac application that 
accepts text files. 



4 importing files 

To make the Import check box in Works' Open dialog 
box available, you have to first click on one of the module 
icons; when the Ail Works icon is selected, the Import check 
box is dimmed. 




esp. for 
beginners 



Once the Import check box is active and you've put an 
X in it by clicking on it, you'll see a list of not only Works 
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documents but of all other documents that can be im- 
ported into the module you've selected (e.g.. Word files for 
the word processor. Excel documents for the spreadsheet, 
and text files for all modules). 

ft sharing Information between modules 

You can share information between Works' modules in 
two ways; you can simply cut, copy and paste between 
them, or you can save a document from one module as an 
export (text) file and then Import It to another module. 

Sometimes the export/import method beats the simpier 
copy/paste. For instance, importing data into the database 
moduie that was originally created in the spreadsheet 
module automatically creates a database with the right 
number of fields (equivalent to the spreadsheet columns) 
and records (equivalent to the spreadsheet rows). If you 
simply paste the data in and don't have enough fields to 
hold it, rows of information wili be lost, 

# tabs, columns and fields 

As you move information from one module to another 
in Works, keep in mind that tabs = columns = fields. So 
several columns in the spreadsheet can be transferred to 
the word processor (where the columns will be separated 
by tabs) or into the database (where each column will be a 
field). The same principle applies when going from the 
word processor into the database and spreadsheet, or from 
the database into the spreadsheet and word processor. 

ft alphabetizing lists 

If you need to alphabetize a list in the word processor, 
paste it into a new spreadsheet, sort it there and then paste 
it back into the word processor. 

ft columns in word processing documents 

Use a spreadsheet whenever you have to make a colum- 
nar table in the word processor — even if it's all words and 
no numbers. Columns are easier to manipulate in a 
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spreadsheet and you can paste the whole table into the 
word processor when you're done. 

4 selected form letters 

You don't have to send form letters to everyone in a 
database when you're using the word processor's merge- 
print function (Prepare to Merge on the Edit menu). If you 
do a selection in the database (with the Record Selection 
command) before you merge-print, form letters will be 
generated for only the selected records. 

4 incremental fields 

To get incremental number fields in your database (1,2, 
3, say, or 100, 200, 300) without having to type in all the 
numbers, use a formula in the spreadsheet that says add 1 
(or 100) to the cell above. Copy it down a column as far as 
you need to, copy the column and paste it into the database 
in the appropriate field. 

4 spreadsheet reports 

The Report function in the database can't handle anything 
beyond totals and subtotals across records. If you need 
more sophisticated reports that show averages, say, or use 
statistical functions, paste the database information into 
the spreadsheet and create the formulas there. You can 
paste it into the word processor for formatting before you 
print it. 

4 the macro recorder 

Works' macro utility only lets you use I option | as a modi- 
fier key, which severely restricts the collection of keyboard 
commands you can create. 1 recommend that you ignore it 
and use a different one — even Apple's MacroMaker, which 
has the added advantage of being free. 

But if you do use Works' macro recorder, ignore the 
Playback window when choosing a macro. Just press I Option] 
along with whatever key you assigned to the macro. 



I 
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bug 



4 constraining movement with (shift I 

Having trouble using [Shift] to keep dragged objects in 
the Draw layer moving either vertically or horizontally? That's 
because, unlike every other Mac program 1 can think of. 
Works requires that you press I Shift j afteryou press the mouse 
button. 

This only applies to dragging. When you're using the 
rectangle or oval tools, you can press [shift! before the mouse 
button and still get squares and circles. (But you can also 
press [Shift] after you've started drawing with these tools.) 

# text object into column 

In Works, a text object is just a box with text in it. A 
column is a box with text in it that's linked to another box 
with text in it. To turn a text object into a column, you have 
to link It to another text object or column. 

To link a text object, select it and then doubleclick on a 
column or other text object. (Depending on the link order 
you want, you can also select the column and then 
doubleclick on the text object.) 

# unlinking columns 

To unlink a column, edit its header so that it says PiOriE 
after Link. To edit the header, Tirst click in the body of the 
column with the text tool to select it. (Clicking on it with the 
selection arrow doesn't display the header.) Then click in 
the header with the I-beam pointer and edit it. 

4 naming columns 

Works names its draw-layer columns numerically as you 
create them. You can rename the columns by editing the 
column header, as long as you keep the word Col at the 
beginning of the name. This lets you give columns a name 
that better helps you set up and keep track of links and so 
on (e.g.. Col Front Page Article). 
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fk centering pasted objects 



When you're In the Draw mode, choosing Paste while an ^ 
object's selected will center the new object in or around ^ 
the selected object (depending on whether it's smaller or 
bigger). This makes it easy to put a frame around something, 
for example. 




You can also use this feature to align graphic elements. 
In Draw mode, cut an object to the Clipboard, select another 
object and paste. Then hold down I Shut I and drag one of the 
objects away from the other in either a vertical or horizontal 
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Magazines and newsletters 



# Mac magazines (aw 

Since there are a lot of good Mac magazines, the only 
sensible approach is to buy an issue or two of any that 
interest you and check them out. For an investment of less 
than $ 1 0, you'll know more than we could ever tell you in 
a review. 



In the case of "controlled-circulation'’ (i.e., free) maga- 
zines, you don't even have to spend any money — ^you just 
fill out their questionnaires. (Since you buy an average of 
ten Macintosh systems a month, you'll qualify for a free 
subscription without any problem.) But don't stop there — 
the others are also worth considering. (As always, addresses 
and phone numbers are in Appendix B.) 




4 MacWEEK (Am 



MacWEEK'is free to qualified people (that is, to the people 
their advertisers want to reach — see the previous entry for 
details on qualifying for a subscription). Dale Coleman, 
whose contributions you'll find throughout this book, works 
at MacWEEK, as do the estimable Daniel Farber and Carolyn 
Said. 




MacWEEK has a lot of very current news and is gener- 
ally well-written. 1 find MacWEEK an interesting read, par- 
ticularly the anonymous gossip column called Mac the Knife. 
(I know who writes it, but wild horses couldn't drag that 
information from me. Still, send me your offer — ^you never 
know.) 



4 MacUser 

The two main Mac monthlies are MacDser and Macworld. 
(1 was a contributing editor at MacUser, and wrote briefly 
for Macworld before that.) 1 used to prefer MacUser by far, 
but in the last couple of years, it's concentrated much 
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more on business users and has just about forgotten about 
beginners. I now like the two magazines about the same. 

MacUser's regular sections on important topics — net- 
works, for instance — are packed with useful information. It 
also often runs large-scale comparison articles on things 
like hard drives or multiuser databases that really help you 
decide which products suit you best. (But 1 miss the touch 
of some of the original editors who have since gone on to 
other things — Louise Kohl and Steve Bobker, in particular.) 

Macworld (An) 

Macworld is one of the slickest-looking magazines you're 
ever likely to see (unless you're a fan of European design 
magazines). It's particularly strong on articles about broad 
trends in the market and comparisons of all (or all the 
major) products available in a certain category, which I 
think is a veiy useful approach. 

Always a pleasure to read, Macworld has sometimes failed 
to be hard-hitting enough. But this seems to be changing. 
They ran a great article by Paul Brodeur on the health ef- 
fects of computer radiation. And Deborah Branscum's 
Conspicuous Consumer column almost single-handedly 
shamed Apple into extending its Inadequate 90-day 
warranty to a year. 

4 MacGuide 

Like the phoenix, MacGuide keeps rising from its own 
ashes. Mow called MacGuide Report, it's a 460-page com- 
pendium of product information — descriptions (from the 
vendors themselves), prices and references to reviews in 
major magazines. 

MacGuide Report is published twice a year, with monthly 
updates. You can also order products listed through 
MacGuide — their 800 number is at the bottom of every 
page. $40 buys you a single issue and the five monthly 
updates that follow it. For $60, you get a year's subscrip- 
tion — two books and ail the updates. 
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4 Macintosh Buyer's Guide (ati) 



This quarterly survey of Macintosh products, published 
by Redgate Communications, has been around for several 
years. Like MacGuide, its listings are close to exhaustive, 
but there are some categories it leaves out. 1 find it a really 
valuable resource, and used it extensively to prepare Ap- 
pendix B, At just $14 a year, it's a bargain too. 




4 desktop publishing and CAD magazines (ah/sza) 

If you're involved in any sort of desktop publishing or 
computer-aided design, there are some magazines you 
should know about. (Most cover both Mac and PC systems, 
but you'll find plenty of useful information in spite of that.) 

Personal Publishing is a monthly out of Chicago that 
does a good job of covering the field; Publish! is another 
monthly packed with terrific information, Verbum is a slick 
quarterly that bills itself as a Journal of Personal Computer 
Aesthetics; it's the most arty of the magazines described 
here. Macintosh-Aided Design is subtitled The Magazine for 
Design and Engineering Professionals; it provides a lot of 
good, useful, practical information. 

Electronic Publishing and Printing is the newest of the 
crop. It's not a monthly, though — it's... well, you figure it 
out (here's what they say): pubiished monthiy except bi- 
monthly Jan/Eeb, June/July, Aug/Sept and an extra issue 
in July. (Jeez, Sharon, it's obvious — it's a quasidemi- 
hebdomensual.,,with a twist.) The one issue Sharon had a 
chance to see looked good. 



4 newsletters (szA/An) 

newsletters don't take advertising, so their subscribers 
have to bear the full cost of production — plus, of course, 
some sort of income for the writer/publisher. While many 
newsletters are quite good, much of the information in 
them is also available elsewhere, newsletter subscriptions 
can run well into three figures, and with that kind of price 
tag, we find it hard to wholeheartedly recommend them. 
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no matter how good they are. Still, a single piece of infor- 
mation can be worth a fortune, and it doesn't cost anything 
to check a newsletter out, by requesting a free sample 
copy. 

The Weigand Report has recently undergone both a de- 
sign and a subtitle change; it's now Essential Information for 
Communicators, Desktop Publishers and Small Business 
Users. Since it's written by Mac Bible contributor C.J. 
Weigand, it comes as no surprise that it's well done, and 
that it squeezes a lot of good information into its four pages. 
Only four? Yes, but you get 20 issues a year. A subscription 
costs $128. 

The Page is a monthly newsletter from Chicago that's 
full of useful, practical tips on desktop publishing (par- 
ticularly PageMaker) you often don't find elsewhere, Step- 
by-Step Electronic Design is a beautifully designed, full-color 
newsletter that covers page layout and graphics. It's packed 
with great info and tips — and is a real bargain at $48 a year, 

Bove 6e Rhodes Inside Report On Desktop Publishing 
and MuItiMedia is written by Tony Bove and Cheryl Rhodes, 
two of the most knowledgeable people in the field. Published 
monthly, it gives you a level of in-depth analysis that's hard 
to find elsewhere. It's more technical than The Page. Step- 
by-Step Electronic Design or the desktop publishing 
magazines mentioned above, and is aimed at more so- 
phisticated readers. It's also more expensive (about $200/ 
year). 

NacArtist uses pretty large type, so you don't get quite 
as much information in an issue as you might expect. What 
is there is good, though, and is attractively presented in 
two colors. It costs $68/year. 
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4 a monthly newsletter on videotape (An) 

I usually find it tedious to get information from video- 
tapes, because — typically — the narration is oversimple, the 
narrator's voice patronizing, the music annoying and the 
pace at which information is presented glacial (and inter- 
larded with nauseating cutesy-isms). Of course, most books 
and magazines aren't much better, but it's much easier to 
browse and skip ahead in print. 

Given all that, 1 was pleasantly surprised by Macintosh 
Video Mews. It's a monthly videotape magazine that mim- 
ics a television news show (but without the commercials). 
Although the announcers (newscasters?) occasionally veer 
towards happy talk, 1 found them generally quite easy to 
listen to, and the information they presented was well-or- 
ganized, insightful and interesting. 

Because most of what they cover is software, videotape 
has some real advantages. 1 found that a few minutes of 
watching the announcers demo a program gave me a much 
better idea of what it does and how it works than reading 
about it in print. 

(You should know that Macintosh Video Mews gave The 
Macintosh Bibie a good review on one of their tapes. But 1 
would have recommended them if they'd never mentioned 
us. Although 1 didn't look forward to having to view even 
part of the tape, 1 found myself enjoying it and watched the 
whole hour, 1 even reran some parts. For someone as easily 
bored as me, 1 consider that quite a recommendation.) 

You can get your first copy of Macintosh Video Mews for 
$7,50. If you subscribe for another five issues, they cost 
$ 1 7 .50 per tape, or $ 1 5 if you subscribe for another eleven 
issues (all prices include shipping). There's a 20-day money- 
back guarantee. 




very good 
feature 



904 



Tfie 94.acintosfi 'BiBCc, ‘Third 'Edition 



Books 

Some of these books described below would have been better 
reviewed in earlier chapters, but when you write a thousand+-page 
book, some things fall through the cracks (you try it some time). 
Here are our comments on some books we liked when we finally 
got a chance to look at them. 

4 The Macintosh Small Business Companion (An) 

Longtime Mac guru Cynthia Harriman has put together a 
slew of creative and practical suggestions for making the 
most out of Macs in a small business. Interspersed between 
chapters that focus on specific areas like Letters, Labels and 
Envelopes and Phone dialers. E-mail and On-line Services 
are short essays (or monologues, it might be more accurate 
to call them) in which sixteen people tell how they use 
Macs in their own small businesses. 

/) Harriman has a relaxed, readable style and knows the 

Br O Mac backwards. What's more, she understands the needs 
of small business users. That's a rare combination of 
feature qualities, and makes for a veiy useful book. 



4 Macintosh Repair and Upgrade Secrets (Rich woifson) 

Macintosh Repair and Upgrade Secrets by Mac Bible 
contributor Larry Pina ($33) is a book I've waited a long 
time for. Other books have tried to provide this informa- 
tion, but this is the first that provides it clearly and concisely 
for both the novice and the experienced Mac troubleshooter. 




very good 
feature 



The section on upgrading power supplies in classic Macs 
and Pluses Is worth the price of the book alone — particularly 
when it describes the heavy-duty analog board upgrade, (In 
my experience, once you install that, the power supply 
never fails again.) There's also a very useful section on 
repairing the pre-ADB mouse and keyboard. 



The only problem with this book is that it only covers the 
1 28K Mac through the SE — and there isn't a lot of info on the 
SE. (Lany is planning a sequei called Mac II Repair and Up- 
grade Secrets, — Afi) The disk that accompanies the book has 
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test-pattern generators labelled 128 and 512, but they also 
test other monochrome and even color screens. 

Until Apple comes out with a full set of schematics and 
repair information, this volume is a must for anyone with 
an older Mac — especially people, like me, who are respon- 
sible for a number of them. 



4 Canned Art 

Canned Art: Clip Art for the Macintosh, by Erfert Fenton 
and Christine Morrissett, is a fairly massive roundup of bit- 
mapped and EPS clip art for the Mac. (Erfert also wrote The 
Macintosh Font Book, reviewed in Chapter 7.) After some 
brief introductory material covering Mac graphics formats 
and utilities. Canned Art devotes the rest of its million or so 
pages to miniature images of the contents of several clip- 
art packages. 

Canned Art costs $30 (from Peachpit Press), but has 
$ 1 000 worth of discount coupons from clip-art companies 
(not that you'll use them all, but you only have to use $30 
worth to make the book free.). If you have a lot of clip art 
already, this book's index can help you find what you need 
(look up pencil, for example, and it tells you what disks 
you'll Find pictures of pencils on). 



Here's an important note, something that Gail Qiaimo of 
3Q Graphics asked me to point out. Commercial clip art 
(the sort covered in this book) is not public-domain; when 
you buy a disk, you buy the right to use it yourself, but not 
to resell it or give it away. 




important 

warning 



4 two little boohs 

Robin Williams (no, not Mork — she's a graphic-design 
instructor at a small college in northern California) has 
written two small books for the Mac, The Little Mac Book 
($13, from Peachpit Press) is a quick-reference guide for 
beginners or occasional users; its 100 pages cover just 
enough of what you to know to get started and keep mov- 
ing for a while. 
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The Mac Is Mot a Typewriter ($ 1 0, also from Peachpit) is 
a 70-page roundup of word-processing versus typewriting 
rules (no double spaces after periods, don't use spaces to 
align things, etc.). I agree with every one of them, but I'm 
not sure they're worth their own book. 



4 Word 4 Companion 

The Cobb Group publishes many excellent books, among 
them The Word 4 Companion ($23), It covers everything 
from copying the program to your hard disk to embedding 
PostScript commands in your Word documents. 



4 irUTInfo (An) 




very good 
fcoture 




This guide to IniLs is put together by Qaiy Ouellet and 
Glenn Brown and is published by Artext in Ottawa. It 
functions as a clearing house on bugs, conflicts and other 
known problems, and summarizes them in useful charts. 
It's frequently updated (the one I'm looking at is version 
4.1.1) and you can download the latest version from 
CompuServe (Gary's address is 73277,2757; Glenn's is 
73777,1 142), MacFIET (glennbrown) or several Canadian 
BBS's (613/233-1474, 819/684-0120, 613/729-2763, 613/ 
233-6262), All in all, this is a much-needed and quite useful 
little booklet (and service). 



User groups 



4 what user groups are (An) 




esp. for 
beginners 




very good 
feature 



User groups are clubs made up of people who are in- 
terested in computers in general, a particular kind of 
computer, a particular kind of software or even an individual 
program. They're typically nonprofit and Independent of 
any manufacturer or publisher. 

User groups are an excellent source of good information — 
which isn't surprising, since sharing information is their main 
puipose. Nowhere else are you likely to find so many dedl- 
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Gated people anxious to help you solve your problems, none 
of whom would dream of charging you a nickel for it. 

User group meetings are usually open to the public and 
free. Joining the group normally costs somewhere between 
$20 and $60 a year and gives you access to the group's 
libraiy of public-domain software and shareware. Large groups 
often feature guest speakers from the computer industry who 
describe new products at their meetings, and also have sub- 
groups (called special interest groups or S/QsJ for members 
with particular interests or needs: beginners, developers, 
musicians, graphic artists, desktop publishers and so on. 

Here's a description of what a typical large user group 
meeting is like. Before the meeting starts, people line up to 
buy disks and other items like modems that the group sells to 
members, usually at veiy low prices. The meetings begin with 
an open session where people can ask any question they 
have about any aspect of the Mac, and usually get a definitive 
answer from someone in the room. When the question-and- 
answer session is over, one or two guest speakers describe 
their products (using a Mac that projects onto a giant screen), 

1 vividly remember the night the ebullient Andy Hertzfeld 
(who wrote much of the code in the Finder and in MultiFinder, 
as well as the software that runs on Radius monitors) debuted 
a program of his called Switcher at a local user group (Switcher 
is what MultiFinder was based on). When the display on the 
big screen shot from the application in the First partition to the 
one in the second, the audience leapt to its feet and cheered. 
(Ho lie.) 

Unless you live in a very remote area. Finding a local user 
group shouldn't be hard — especially if there's a college or 
university nearby. One fast way to Find one is to check with an 
Apple dealer. Any good dealer will know all the local user 
groups. If you can't Find a group in your community, get to- 
gether with some other Mac users and start one of your own. 
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fk BCS (An) 

There are more than forty SIQs in the country's largest 
user group, the Boston Computer Society, and each of 
them publishes a newsletter (in addition to BCS's own slick 
magazine). When you join BCS, you get to choose two SIQs 
to belong to (more than that cost extra), BCS's Mac SIQ has 
more than 10,000 members and its newsletter. The Active 
Window, is excellent. 

4 BI*IUG (An) 

BMUQ was originally called the Berkeley Macintosh Users 
Group, and BML/QwasJust its nickname. But the IRS considers 
a single-product or single-brand user group a promotional 
activity of the company, so to preserve the group's tax-ex- 
empt status, the name had to be changed to simply BMUO. 

Membership in BMUQ costs $60 a year (as of this writ- 
ing); included in the price is a semiannual "newsletter" that 
runs to hundreds of 8 V 2 x 1 1 pages. The group maintains 
an extensive public-domain and shareware libraiy and also 
publishes, on CD ROM, a comprehensive catalog of public- 
domain software. 

4 ISABVICV (DC) 

The national Association of Blind and Visually Impaired 
Computer Users is at Box 1 352, Roseville CA 9566 1 , Their 
phone numbers are 916/ 783-0364 (voice) and 916/ 786- 
3923 (modem). 

The Macintosh Bible Software 
Disks (Third Edition) (Am 

This is our collection of the best public-domain soft- 
ware, shareware, templates, fonts and art. It costs $20 and 
comes with a 30-day, money-back guarantee. You get more 
than 1 ,5 megs of stuff, on two disks — one for the left brain 
and one for the right brain. Here's what they contain: 
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The Left Brain disk 

Address Book 2.5 is a handy little database program 
specifically designed for storing names, addresses and 
telephone numbers. If you have a modem, the program 
will also dial any phone number in its files at a click of 
the mouse. The disk also includes a desk accessory 
version. 

Calendar 2.1 is an elegant desk accessory for planning and 
scheduling. 

Dictionary Helper is a 1 31 3-word file you add to your 
spelling checker dictionary to greatly reduce the 
number of "false alarms" — words that get flagged even 
though they're actually correct. 

DisKeeper 1.2.2 helps you manage disks that are cluttered 
with multiple copies of files, have files buried several 
folders deep, or that just have too many files. 

FreeTerm 3.0 is a simple terminal application you use with 
your modem to connect to BBS's (bulletin board 
systems) or commercial information services like 
CompuServe. 

RamDisk+ 2.21 sets aside part of your Mac's memory (or 
RAM) and makes it act like a very fast disk drive. 

Set Clock 2.0 uses your modem to accurately set your 
Mac's internal clock, (by making a ten-second long- 
distance call to an atomic clock in Virginia). 

SmartKeys 1.0 is a control panel device (cdev) designed to 
help you conform to the standards of typesetting as you 
type. 

SuperClock! 3.9 puts a small clock on the right side of your 
menu bar. 

To Do! 1.0 is a DA that helps you keep track of things you 
need to do. 

Viewer 1.05 is used to display the on-disk documentation 
for the files in this collection. 
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The Right Brain disk 

Art by Esther Travis contains three gorgeous MacPaint 
drawings by a master Mac artist (some of which are 
used as incidental illusffhtions in this book). 

Artisto+ 2.02 is a desk accessory that lets you open paint 
files (created with MacPaint, FullPaintor other Mac 
paint programs) and cut or copy all or any portion of 
them. 

Blackout 1.21 is a cdev screen saver. 

Chinese Menu is an outline font (for PostScript printers) that 
approximates the brushstroke style often found on 
menus in Chinese restaurants. 

Clarity 1.0 is a little DA that takes bitmapped images you 
place on the Clipboard and reduces them to match the 
resolution of laser or dot-matrix printers. 

The font template makes it easy to print out every 

character a font can produce, as well as samples of the 
sixteen possible type styles in that font. 

Clider+ 3.0 is a simple, arcade style game with the 

objective of piloting a paper airplane through 1 5 rooms 
while avoiding crashing into obstacles. 

Klondike 4.0 is a computer version of the popular solitaire 
game of the same name. 

Layout 7.9 customizes the way the Finder displays files and 
folders on the desktop. 

Santa Monica is an unusual but elegant bit-mapped font. 

Sound Mover lets you move sounds around. 

StartupSndInit lets you customize the sound the Mac 
makes when you start it up. 

Tidy It Up! organizes cluttered system folders by 

categorizing each file and by positioning related icons 
together. 
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If you're interested in taking a look at The Macintosh 
Bible Software Disks, Third Edition, use the order from 
inside the back cover, or send $20 + $3 for shipping, 
handling and tax (if any) to Goldstein 6e Blair, Box 7635, 
Berkeley CA 94707, if you don't like the disks, just return 
them within 30 days and we'll send you your money back. 




Copyri£fu © 1988 6y 'Eslfier Travis. rigfus reserved. 
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These definitions only apply to the Mac. They may not be accurate if you 
try to apply them to other computers or— heaven forfendl — to the world 
outside computers. Very basic terms (like mouse and keyboard) are 
omitted. 

When a term that's defined in this glossary occurs in the definition of 
another term, I usually put it in italics — so you know you can look it up if 
you don't know what it means (but I don't do that for the most common 
terms.) Italics are also used for sentences that show how the word is used 
(see algorithm for an example). 

Words are alphabetized as if spaces and hyphens didn't exist; thus 
copying comes beforecopy protection and E-mail comes between em and 
em dash. 

Although I had help on some of the definitions here (particularly from 
Sharon), I wrote almost all them myself, and heavily edited the ones I didn 't 
write. So if you run across the word I below, that's me. — AN 

accelerator board 

A board containing a faster CPU chip and/or more memory and/ 
or other eiectronic wizardry to speed up the operation of a computer. 

active window 

The currentiy seiected window, where the next action wiii take 
piace (unless the next action is to select another window). The 
active window is always on top of all other windows, its title bar is 
highlighted— that is, there are six horizontal lines on either side of 
the title — and its scroii bars are gray (when all its contents won't fit). 

ADB (pronounced as separate letters — needless to say) 

A standard for connecting peripheral devices like keyboards and 
mice to SB's and Mac II's (as well as to the Apple IIQS). The 
connections are different from those on the Plus and earlier Macs. 

Al (pronounced as separate letters) 

Short for artificial intelligence, this term is applied to computer 
programs that can learn from experience. 
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Alarm Clock 

A standard Apple-supplied desk accessory that lets you sound an 
alarm at a given time. (If the Mac is off at that time, you find out 
about the alarm when you turn the Mac back on.) You can also use 
it to set the Mac's system time. 

alert box 

A box that appears unbidden on the screen, announced by one 
or more beeps, to give you information. Alert boxes don't require 
any information back from you. A bomb is one example. Also called 
a message box, although alert box Is the correct name. Some 
people call them simply alerts. 

algorithm 

The precise sequence of steps required to do something. The 
first step in programming is figuring out the algorithm. Both pro- 
grams produce the same result, but because they use different 
algorithms, the second one is much faster. 

Algorithmically derived type styles are ones where the computer 
calculates the degree of slant (for oblique type styles) or the 
amount of thickening (for boldface type styles), rather than a 
human being designing a cutting. 

alphanumeric 

Letters and numbers. Punctuation and symbols are not alpha- 
numeric characters. 

alpha tester 

A person, employed by the company developing a product, who 
tries to discover bugs in it. Compare beta tester. 

alpha testing 

Early debugging of a product within the company developing it. 
It's followed by beta testing (unless the alpha testing is really 
disastrous). 
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alpha version 

A version of a program at the point at which it's in alpha test. 
There are usually several alpha versions. Compare beta version 
and release version. 

ft menu 

The Apple menu, which is available on the desktop (that Is, in the 
Finder) and from within most applications; Its title is an 4 which 
appears at the extreme left end of the menu bar. The 4 menu gives 
you access to desk accessories and information about the current 
application. It's one of the Mac's three standard menus. 

AppleTalk 

The Mac's built-in networking software, and the protoco/s it uses, 
networks using those protocols are also called AppleTalk. Origi- 
nally, App/eTa//t referred to the cabling as well, which is now called 
LocalTalk. 

application (or appiication program) 

Software that does relatively complex tasks and that lets you 
create and modify documents. Some common types of applications 
are word processors, spreadsheets, databases, graphics programs, 
page layout software and communications programs. On the Mac, 
all programs are called applications, but on other computers, a 
distinction is made between applications and utility programs, 
system software, games, etc. 

arrow keys 

On the standard ADB keyboard, four keys (indicated by 0 / 0 / 
0 and 0 in this book) that move the Insertion point, move you 
through list boxes and the like, 

arrow pointer 

The basic shape the pointer takes — a left-leaning arrow that 
looks like this: . 



J^ppendix'A — GCossaru 917 



ascender 

The part of lowercase letters like b, d, and 7 that extends above 
the x-height. Compare descender. 

ASCU (ASK-ee) 

The American standard code for information interchange, a 
system for referring to letters, numbers and common symbols by 
code numbers. Since the ASCII standard is widely used, virtually 
any computer can understand an ASCII file. On the Mac, ASCII files 
are usually referred to as text files. 

I Backspace I 

What the I Delete! key is called on some older keyboards. (Both 
keys do exactly the same things.) 

backup 

A copy of a program or document that you can use if the original 
is destroyed. To back up is to make a copy. 

baseline 

The imaginary line on which the upper- and lowercase letters of 
a font sit (only descenders extend below it). 

BASIC 

A popular high-level (close to English) computer language that's 
relatively easy to learn but is also relatively lacking in power and 
sophistication. The name is short for beginner's all-purpose sym- 
bolic instruction set 

batch mode 

When aspellingchecker (or any other kind of program) processes 
an entire document (or some part of it) when you're done inputting 
data, instead of checking you as you input the data. Compare 
interactive mode. 
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baud rate 

The number of bits per second. Baud rates are most commonly 
used as a measure of how fast data Is transmitted — by a modem, 
for example. (In some circumstances, there's a difference between 
bits per second and the baud rate, but for all practical purposes you 
can consider them to be the same.) The term comes from the name 
of a communications pioneer, Baudot. 

The most common baud rates are 300, 1200, 2400 and 9600. 
Which one you use can mean the difference between sanity and 
three weeks In Bellevue, if you can stand to watch text come on the 
screen at 300 baud, you either have no central nervous system or 
you're the Buddha. 

BBS 

Short for bulletin board system, 
benchmark 

A test (or set of tests) used to compare the speed of hardware 
or software. 

beta site 

A place where beta testing takes place. We're a beta site for the 
new version. 

beta tester 

A person, not employed by the company developing a product, 
who tries to discover bugs In It. Beta testers are almost never paid; 
they do It for the fun of being In on the development of the product 
and/or because their work requires that they know what's going on 
before the product Is released. Compare alpha tester. 

beta testing 

Debugging of a product using people outside the company 
developing the product. Beta testing comes after alpha testing and 
before the release version Is shipped. 
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beta version 

A version of a program at the point at which it's in beta test. 
Usualiy there are severai beta versions. Compare alpha version 
and release version. 

Bezier curves (BEZ-yay) 

Mathematically generated lines that can display nonuniform 
curvatures (as opposed to curves with uniform curvature, which 
are called arcs). Mamed after Pierre Bezier, they're defined by four 
control points. It's relatively easy to make Bezier curves assume 
complex shapes and to join their endpoints smoothly, which 
makes them particularly useful for creating the shapes of letters 
and other complex graphics. 

binary numbers 

The base-2 numbering system that almost all computers are 
based on, as opposed to the base-10, decimal numbers people 
use. The number 1 is the same in both binary and decimal, but 2 
in decimal = 10 in binary, 3 in decimal = 1 1 in binary, 4 in decimal 
= 100 in binary, and so on. 

bit 

The smallest possible unit of information, it can represent only 
one of two things; yes or no, on or off, or— as it's expressed in the 
binary numbers used in computers — 0 or 1 , Short for binary dlg/t. 
Also see byte. 

bit map 

An image made up of dots. 

bit-mapped 

Made up of dots. 

bit-mapped font 

A font made up of dots and designed primarily for use on dot- 
matrix printers. Also called an imageWriter font. Compare outline 
font and screen font. 
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bit-mapped graphic 

A picture or other graphic made up of dots rather than of objects, 
like those produced by paint programs. Compare object-oriented 
graphic. 

board 

A piece of fiberglass or pressboard on which chips are mounted. 
Also called a circuit board. The connections between the chips are 
normally printed with metallic Ink — ^In which case It's a printed circuit 
(or PC) board. The main board In a computer device Is called the 
motherboard. A board made to plug directly Into a slot Is called a card. 

bomb 

A message box with a picture of a bomb in It. It appears unbidden 
on the screen to let you know that a serious problem has occurred 
with the system software (in other words, that you've crashed). Bombs 
usually force you to restart the system. Compare hang. 

booting 

Starting up a computer by loading an operating system — in the 
case of the Mac, the System and either the Finder or a Finder 
substitute — Into Its memory. The more common Mac term Is 
starting up or simply starting. (The name boot comes from the idea 
that the operating system pulls itself up by Its own bootstraps — 
since it's a program that tells a computer how to load other 
programs, but loads itself.) 

box 

1 . An enclosed area on the Mac's screen that doesn't have a title 
bar (and thus can't be dragged around). Dialog boxes and alert 
boxes are two examples. Certain kinds of boxes, like list boxes 
and text boxes, appear Inside other boxes (in this case, inside 
dialog boxes). Compare window. 

2. Any of various rectangular icons that control windows — like 
close boxes, scroll boxes, size boxes and zoom boxes. 

3. A rectangular button, like a checkbox. 
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bridge 

The most basic sort of connection between networks. Compare 
gateway and router. 

buffer 

An area of memory — or a separate memory cache — which holds 
information until it's needed. Buffers are used to speed up printing, 
redrawing the screen, etc, 

bug 

A mistake, or unexpected occurrence, in a piece of software (or, 
less commonly, a piece of hardware). Bugs are distinguished from 
design flaws, which are intentional (that is, the programmer put 
them there). 

Most computer programs are so complex that no programmer 
can test out (or even conceive of) all the possible situations they 
can generate. Thus most bugs aren't quite errors, but are rather 
untested paths, unanticipated contingencies. They're discovered 
when a user breaks new ground — for example, by using a particular 
series of commands in a particular order that no one has tried 
before (or in a particular set of circumstances that no one has been 
in before), 

Bugis an old electronics and phone company term. It comes from 
the fact that bugs eating the insulation off wires was actually a 
common cause of problems in early telephone systems, until they 
figured out how to coat wires with stuff bugs don't like the taste of, 

bulletin board (or bulletin board system) 

A computer dedicated to maintaining messages and software 
and making them available over phone lines at no charge. People 
upload (contribute) and download (gather) messages by calling the 
bulletin board from their own computers. Abbreviated BBS. 
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button 

1 . On the Mac's screen, an outlined area in a dialog box that you 
click on to choose, confirm or cancel a command. For example, 
when you quit from most applications, you get a dialog box that 
asks if you want to save the current document, and it gives you 
three buttons to choose from: Ves, Flo and Cancel. 

A button with a heavy border, which is activated when you hit 
I Return I or lEnterl , is called the default button. Also see radio 
buttons. 

2. The switch on top of the mouse you use for clicking. When 
there's a danger of confusion with the first meaning of button, 
it's called the mouse button. 

bye 

The standard thing to type to indicate you're ending a tele- 
communications session. 

byte 

Eight bits. Bytes are typically used to represent characters (letters, 
numbers, punctuation matte and other symbols) in text. 

CAD (pronounced as a word, not separate ietters) 

Computer-aided design (it can refer to both hardware and 
software). 

CAD/CAM (CAD-cam) 

For CAD, see the previous entry. The CAM half stands for com- 
puter-aided manufacturing — computers and programs that run 
manufacturing machinery or even entire factories. (You seldom 
see the word CAM alone; it's usually combined with CAD.) 

Calculator 

A Standard Apple-supplied desk accessory that simulates a 
simple calculator. You can cut and paste to and from it. 
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Cancel 

A button that appears In most dialog boxes, givingyou the choice 
of cancelling the command that generated the diaiog box. 

leaps Lock I 

A mod//7er Aey that, in addition to its normal function of making 
any letter you type a capital, can be used as part of a keyboard 
equivalent. 

card 

A kind of board that plugs directly into a slot. Cards have con- 
nectors right on their edges, rather than at the ends of a cable. 

CD ROM (SEE-dee RAtIM) 

A compact disk read-only memory — a kind of optical storage 
device (or medium) used on the Mac and other computers. 
Hyphenated when used as an adjective. 

edev (SEE-dev) 

A utility program that, like an init, must be placed in the system 
folder to work. Unlike an Inlt, it then displays an icon on the left side 
of the Control Panel, along with the General, Keyboard and Mouse 
icons. Cdev is short for Control Panel device. 

character 

The generic name for a number, letter or symbol. Included are 
"invisible" characters like |xab| and [ Return | . 

character key 

Any key that generates a character. Compare modifier key. 
checkboxes 

A group of boxes that work as fpgg/es— that is, when you click on 
an empty checkbox, an X appears inside it, turning the option on; 
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when you click on a checkbox with an X in it, the X disappears and 
the option is turned off. Unlike radio buttons, any or all of a group of 
checkboxes can be on at one time. 

chip 

Silicon is a chemical element found in sand, ciay, giass, pottery, 
concrete, brick, etc. A tiny piece of siiicon (or germanium), usually 
about the size of a baby's fingemaii, is impregnated with impurities 
in a pattern that creates different sorts of miniaturized computer 
circuits. This is a chip. 

Chips are primarily used as CPUs or memory and are normally 
mounted in DIFs or SIMMs, or on boards. 

chip family 

A group of related chips, each of which (except, of course, the 
first) evolved from an earlier one. The CPU chips used in Macintosh 
products are all members of the Motorola 68000 family. 

Chooser 

A desk accesso/y primarily used to tell the Mac which printer you 
want to use, what port it's connected to, whether background 
printing is turned on and whether AppleTalk Is active or inactive. The 
Chooser can also control network zones, mounted volumes, etc. 

Chooser resource file 

When you place one of these inside your system folder, it 
displays an icon in the Chooser window. Chooser resource files 
normally control external devices like printers, or emulate them. 
Some examples are: the ImageWriter and LaserWriter drivers that 
come with the Mac; the ImageSaver file that comes with Desktop 
Express; SuperQlue, which lets you print formatted files to disk; 
and AppleShare, which lets you access other volumes on a local 
area network, Rdev's are one kind of Chooser resource file, 

circuit board 

See board. 
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clicking 

Pressing and immediately releasing the mouse button. To click 
on something is to position the pointer on it and then click. 

Clipboard 

The area of the Mac's memoiy that holds what you last cut or 
copied. (If there's not enough room in memory for what you cut or 
copy, some of it is put on disk.) Pasting inserts the contents of the 
Clipboard into a document. 

clock rate (or clock speed) 

The operations of a computer are synchronized to a quartz 
crystal that pulses millions of times each second. These pulses 
determine things like how often the screen is redrawn and how 
often the CPU accesses RAM or a hard disk. The frequency of these 
pulses — how often they occur — is measured in megahertz (mil- 
lions of cycles per second) and is called the clock rate or clock speed. 

clone 

A machine that's compatible with the IBM Personal Computer 
but that isn't made by IBM. 

close box 

A small box at the left end of the active window's title bar. 
Clicking on it closes the window. Compare size box and zoom box. 

closing 

On the desktop, closing a window means collapsing it back into 
an icon. Within an application, closing a document means termi- 
nating your work on it without exiting the application. 

code 

The actual statements or instructions in a program; what pro- 
grammers produce, dean, or elegant, code is well-written; spa- 
ghetti code is not. 
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Color Wheel 

A segmented circle containing many colors that appears In the 
Color section of the Control Panel and Is used to specify the color 
of the desktop, highlighted text, etc. 

command 

The generic name for anything you tell a computer program to 
do. On the Mac, commands are usually listed on menus, or are 
generated by holding down the [I] (command) key while hitting 
one or more other keys. To choose a command from a menu, you 
drag down the menu until the command you want Is highlighted, 
then release the mouse button. 

(E) 

Called the command key, this modifier key Is used in combi- 
nation with other keys to issue commands. For example, in most 
Mac applications, I ae |s| saves the document you're working on. 
(On many keyboards, the command key also has an apple on It, and 
thus looks something like this: Id ae| .) 

commercial 

Said of computer products that are sold for profit through normal 
distribution channels, with the purchaser paying before taking pos- 
session of the product. Compare shareware and public-domain. 

communicating 

'Transferring data between computers, either over phone lines 
(telecommunicating) or on a local area network. 

compiler 

Software that Implements a program by translating it all at once. 
Compare interpreter. 

contiguous 

Said of memory or storage space that's not split apart by other 
pieces of memoiy or storage used for other information. Compare 
fragmented. 
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control character 

The combination of the I Ctrl) key and one or more other charac- 
ters. Control characters are widely used on the IBM PC, but the Mac 
mostly uses the (3 key for this purpose (although control char- 
acters are used in some Mac communications programs). 

control key 

A modifier key on ADB keyboards (but not on earlier Mac key- 
boards). Widely used in the world of the IBM PC, |ctn| can be used 
on Macs as part of keyboard equivalents for menu commands or 
for macros. 

Control Panel 

A desk accessoo' that allows you to set things like how loud the 
beeps (and other sounds the Mac makes) are, how fast the 
insertion point blinks, how fast you have to click in succession for 
the Mac to recognize it as a doubleclick, and so on. 

coprocessor 

A chip that specializes in math, graphics, or some other speciflc 
kind of computation. When the CFUls handed the kind of job the 
coprocessor specializes in, it hands the job off to it. The most 
common coprocessor chips used in Macs so far (the 6888 1 and 
68882) both specialize in mathematical computation. 

copying 

Duplicating something from a document and placing the duplicate 
in the Clipboard. To do that, you select what you want to copy and 
then choose Copy from the Edit menu orhit rWTcl . Also see cutting 
and pasting. 

copy protection 

Any of many various schemes for preventing the unauthorized 
copying of software. They're all a pain (although to vaiying degrees) 
and are seldom used any more. 
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CP/M (pronounced as separate letters— needless to say) 

An early operating system for personal computers on which MS 
DOS was modeled. (The name stands for control program for mi- 
croprocessors.) 

CPU (pronounced as separate letters) 

The centra) processing unit— the central part of a computer (or 
other computer device). It includes the circuitry — buiit around the 
CPU chip and mounted on the motherboard— that actually performs 
the computer's calculations, and the box in which that circuitry is 
housed. (Sometimes just the CPU chip itself Is called the CPU.) 

CPU chip 

The heart of a computer (or other computer device). The CPU 
chip is the main determinant of what software wiil run on that 
particular computer and, with the ciock rate, determines how fast 
the computer wili run. For a list of the CPU chips in various Mac 
models, see pp. 73-74. 

crash 

A noun and verb, both of which mean that your system has 
suddenly and unexpectedly stopped working, or is working wrong. 
You normaliy have to restart. Also see bomb and hang. 

CRT (pronounced as separate tetters) 

A cathode ray tube — the display technology used on virtually all 
computer monitors and teievision sets. The most common alter- 
native is LCD, which is used on the Mac Portable and the Sony 
WatchMan (as well as on most digital watches). 

curly quotes (and curly apostrophes) 

Ones that look like this: “ ” ’, rather than like this: " ' . 

cursor 

Unlike more primitive computers, the Mac has nothing cailed a 
cursor (although Mac programmers use the term; see the next 
paragraph). Cursor comes from the prehistoric worid of CP/M (an 
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early operating system on which MS DOS was modeled); the term is 
sometimes incorrectly applied to either the pointer or the insertion 
point (Cursor is a Latin word that means runner or messenger.) 

Mac programmers call the pointerthe cursor-^hich doesn't make 
any sense at all, since the insertion point not the pointer, is the 
equivalent of what's called the cursor on other computers. But 
hey, that's why you use the Mac— so that all that nerdy computerese 
will be invisible to you. 

cutting 

1 . Removing something from a document by selecting it and then 
choosing Cut from the Edit menu or hitting . What you cut 
is placed in the Clipboard. Also see copying and pasting. 

2. In type design, a type slyle (like italic or boldface) that was 
actually designed by a human being, rather than being derived 
aigorithmicaiiy by the computer. 

DA (pronounced as separate letters) 

An abbreviation for desk accessory. 

daughter board 

A board that mounts on top of, and connects to, the motherboard. 
Often used for memory upgrades and the iike. 

debug 

To search out bugs in a piece of software and eliminate them. 

default 

Whatyou get if you don'tspecify something different. Often used 
to refer to default settings (for example, the margins in a word 
processing program, or Speaker Volume on the Control Panel). 

default button 

A button with a heavy border, which is activated when you hit 
I Return I or [ Enter | . 
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deftagmenting 

The process of making fragmented memory, or a fragmented 
hard disk, capable of storing information contiguously. 

iDeletel 

This key deletes whatever you have selected, or the character to 
the left of the insertion point. On some older keyboards, I Delete 1 is 
labeled [ Backspace | , 

delimiter 

A character that marks the boundary (or limit) of something. For 
example, the standard for Mac databases uses lTabl to delimit Fields 
and I Return I to delimit records. 

descender 

The part of lowercase letters like g, y and q that extends below 
the baseline. Compare ascender. 

desk accessories 

Programs that are available from the 4 menu in the Finder and 
in most applications. (It's possible to link a desk accessory to a 
specific application, so that it won't be available from other 
applications, but that's a special case.) Commonly called DAs. 

(the) desktop 

Apple's official deFinition for this term is: Macintosh's working 
environment — the menu bar and the gray area on the screen. But 
in common usage, it refers only to the Finder's desktop — that is, 
what the Mac's screen displays when you're in the Finder. 

One way to tell if you're on the desktop — that Is, if you're in the 
Finder — is to look for the 'Trash In the lower right comer. (Of course, 
if you're in MultiFinder, the 'Trash will always be there, unless 
you've covered it with a window.) 

desktop file 

An invisible file that records information like the size, shape and 
locations of windows on a disk. 
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device 

A piece of computer hardware. 

dialog box 

A box on the screen requesting information, or a decision, from 
you. In some dialog boxes, the only possible response is to click 
on the O/f button. Since this hardly constitutes a dialog, those are 
more often called message boxes or alert boxes. 

dimmed 

When something is dimmed (gray) on the Mac's screen, it means 
that you can't currently access it. For example, commands you 
can't choose (in a given context) appear dimmed on the menu. 
When you eject a disk, its icon is dimmed, as are all windows and 
icons associated with it. Also called grayed or disabled. 

DIF 

A dual in-line package — the form in which many chips are 
mounted to plug into a computer. 

directory 

An invisible File that keeps track of where various Files are stored 
on a disk. 

disabled 

Another word for dimmed. 

disk 

A round platter with a coating similar to that on recording tape, 
on which computer information is stored magnetically (except for 
optical disks, which store information optically). Although the disk 
itself is always circular, the case it comes in is usually rectangular. 
The two main types are floppy disks and hard disks. 



932 *lHe ih{acintosh ‘BiBk, HJiird 'Edition 



disk drive 

A device that reads information from, and writes information onto, 
disks. The two main types are floppy disk drives and hard disk drives. 

disk window 

The window that opens when you doubleclick on a disk's icon. 
Also called the root directory. 

display 

Another name for a monitor. 

document 

What you create and modify with an appiication — a collection of 
information, grouped together and called by one name, and saved as 
a Hie on a disk or treated as one in memory. Some examples are a 
letter, a drawing or a mailing list. 

documentation 

This term includes manuals, on//ne tutorials and help files, refer- 
ence cards, instructional audio cassettes and videotapes, and so on. 

DOS (dahss) 

Short for FC DOS or MS DOS — the operating system used 
on IBM Personal Computers and compatible machines. (The 
D stands for disk.) 

dot 

Another name for a pixel, or for the smallest unit that makes up 
a bit-mapped character or graphic. 

dot-matrix printer 

A printer that forms characters out of a pattern of dots, the way 
the Mac forms images on the screen. Usually each dot Is made by 
a separate pin pushing an inked ribbon against the paper. Im- 
ageWriteris the name Apple gives to its line of dot-matrix printers. 
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dots per inch 

A measure of screen or printer resolution; the number of dots in 
a line one inch long. Abbreviated dpi. 

dots per square inch 

A measure of screen and printer resolution; the number of dots 
in a solid square one inch on a side. Abbreviated dpsi or dpi^. 

doubleclicking 

Positioning the pointer and then quickly pressing and releasing 
the mouse button twice without moving the mouse. Doubleclicking 
is used to open applications and documents (when the pointer is 
an arrow) and to select whole words (when the pointer is an 1- 
beam). 

downloading 

Retrieving a file from a distant computer and storing it on your 
own. Opposite of uploading. 

dpi 

An abbreviation for dots per inch. 

dpsL dpi^ 

Abbreviations for dots per square inch. 

dragging 

Placing the pointer, holding down the mouse button, moving the 
mouse and then releasing the button. If you place the pointer on 
an object, dragging moves the object. If you place the pointer 
where there is no object, dragging often generates the selection 
rectangle (in the Finder and in graphics programs, for example). If 
you place the pointer on a menu title, dragging moves you down 
the menu (and releasing the button when a command is highlighted 
chooses it). 
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DRAM (DEE-ram) 

A dynamic /?AA/(memoty) chip. Dynam/c simply means it loses 
its memoiy when you shut the computer off (volatile RAM would 
probably have been a better name). Also see SIMM. 

draw program 

A graphics program that generates object-oriented graphics, 
which are treated as units, rather than a series of dots. Compare 
paint program. 

draw/paint program 

A graphics program that combines the features of draw pro- 
grams and paint programs, usually by putting object-oriented 
graphics and bit-mapped graphics on different layers. SuperPaint 
was the first program to do this. 

driver 

A piece of software that tells a computer how to run an outside 
device — typically a printer — or that emulates doing that (for example, 
it might tell the computer how to print a file to disk as if it were 
sending it to a printer). 

Edit menu 

In the Finder and in most applications, the third menu from the left 
on the menu bar. It typically contains commands for cutting, copying, 
pasting, undoing, etc. It's one of the Mac's three standard menus. 

ellipsis 

'This symbol (...) after a menu item means that selecting it won't 
immediately execute a command; you'll either get a dialog box 
asking for more information or a message box telling you something. 

em 

A space as wide as the size of type you're using is high (so if 
you're using 1 2-point type, an em will be twelve points wide). It gets 
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its name from the fact that It's approximately the width of a capital 
M. Compare en. 

E-mail 

Electronic mail; messages sent from computer to computer 
over phone lines (or over a local area network). 

em dash 

A dash one em in length. It's often used instead of parentheses 
or commas to set off a separate thought — particularly in this book. 
Compare en dash. 

en 

A space half as wide as the size of type you're using is high (so 
if you're using 1 2-point type, an en will be six points wide). It gets 
its name from the fact that it's approximately the width of a 
lowercase n. Compare em. 

encapsulated PostScript 

See EPS. 

encryption 

Scrambling the data in a file to prevent unauthorized access. 

en dash 

A dash one en in length. It's used in ranges of numbers (1987- 
91) and as a minus sign. Compare em dash. 

lEnterl 

A key on the Mac's keyboard that doesn't generate a character 
and is used for different purposes by various applications. In dialog 
boxes and on the desktop, the lEnterl key usually has the same 
effect as the iReturnI key. 
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EPS (pronounced as separate letters) 

Encapsulated PostScript, a standard graphics format that con- 
sists of the PostScript code that tells the printer how to print the 
Image and a PICT image that tells the screen how to display It. 
Compare paint, PICT and TIFP. 

Sometimes the abbreviation EPSF Is used (the fstands for file 
or files). Aside from the fact that the extra letter is unnecessary. It 
leads to barbarisms like EPSP files (encapsulated PostScript file 
files). This reminds me of people who refer to a long street south 
of San Francisco as the El Camlno (which means literally the the 
road). Actually, the offices of Adobe (the developer and publisher 
of PostScript) aren't far from El Camlno; maybe It had an Influence. 

Ethernet 

A relatively fast LA/V cabling system developed by Xerox, Ethernet 
components are also sold by other vendors. 

expansion slot 

See slot. 

expertosis (eks-per-TOE-sis) 

The tendency of experts In a field to lose sight of the needs, 
concerns and limitations of people who aren't experts in that field. 
On the Mac, expertosis most often manifests itself In unintelligible 
manuals, abstruse features and strange, uncommunicative names 
for things. 

(This is my bid to insert a word into the English language, after 
years of envying Paul Krassner for ylppie, Alice Kahn for yuppie and 
Jack Mingo for couch potato. It does, after all, describe a common 
phenomenon, and one that there's no other word for. You can help 
me in my quest by using experfos/s whenever possible... or you can 
turn the page.) 

expert system 

A program that simulates human expertise by using "rules of 
thumb" to access an extensive database of facts. 
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false alarms 

Correctly spelled words a spelling checker doesn't recognize, 
and therefore flags as possible errors. 

FatBits 

A feature, originated by MacPaint, that lets you edit graphics in 
a magnified view, dot by dot. 

field 

1 . In databases, a specific portion of a record. For example, if the 
record is in a mailing list program, there wili be — at least — a 
name field, an address field, a city field, a state field and field 
for the zip code. 

2. In the field means anywhere but the factory where a computer — 
or any piece of hardware — is manufactured. VJe've designed 
this system so Just about any repair can be made in the field. 



file 

A collection of information on a disk, usually either a document 
or an application. Although the Information in a fiie is normally 
cohesive — that is, about one thing — it doesn't actually have to be; 
what makes it a file is simply that It's lumped together and called 
by one name. 

File menu 

On the desktop and in virtually all applications, the second 
menu from the left. Within applications it contains commands for 
opening, saving, printing and closing documents, quitting the 
application and so on. In the Finder, the File menu contains 
commands for opening and closing windows, duplicating icons, 
ejecting disks, etc. It's one of the Mac's three standard menus.. 

file server 

A computer on a network that everyone on the network can 
access and get applications and documents from. 
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Finder 

The basic program that generates the desktop and lets you access 
and manage flies and disks. Together with the System file and the 
Mac's ROMs, it comprises what — on other computers — is called the 
operating system. There are also Finder substitutes, which perform 
the same basic tasks as the Finder (and usually give you other 
capabilities as well). 

Fkey (EFF-kee) 

An obsolescent kind of Mac command that's invoked by press- 
ing I Shift 1 86 1 plus a number. They've largely been replaced by inits 
and cdevs. (Although their name is derived from f unction keys, 
Fkeys have nothing to do with the function keys on extended 
keyboards that are labelled FI, F2, etc.) 

The standard Mac commands to eject disks ( [shittl ae 1 1| and 
I Shift 1 36 1 2 1 ) andtosaveorprintthescreen ( Ishutl ai lal and lshinl ae |4| ) 
are Fkeys. The other number keys — 0, 5, 6, 7, 8 and 9 — are 
available to store other Fkey commands. 

nicker 

Rapid pulsation of the image on a screen, visible to some 
people, as the result of the refresh rate being too slow. 

noppy disk 

A removable disk that's flexible (although the case in which the 
actual magnetic medium is housed may be hard, as it is on the 3- 
1/2" floppies used by the Mac). Compare hard disk. Also see disk. 

noppy disk drive 

A device for reading data from, and writing data to, floppy disks. 

folder 

A grouping of files and/or other folders that's represented by a 
folder-shaped icon on the desktop. The equivalent on MS-DOS 
machines is called a subdirectory. 
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font 

A collection of letters, numbers, punctuation marks and sym- 
bols with an Identifiable and consistent look; a Macintosh typeface 
in all its sizes and styles. 

Font/DA Mover 

A utility program used for installing, removing and moving fonts 
and desk accessories. 

footer 

A piece of text automatically printed at the bottom of several 
pages (although the text may vary from page to page — as it would 
if it contained page numbers, for example). 

footprint 

The amount of space a device takes up on the surface where it 
sits (and the shape of that space). 

formatting 

1 . All the characteristics of text other than the actual characters 
thatmakeitup. Formatting includes things like italics, boldfacing, 
type size, margins, line spacing, justification and so on. 

2. Also, another term for initializing a disk. 

(M) 

The forward-deiete key, found on some extended keyboards. 
Unlike the normal (Delete] key, it deletes the character to the right of 
the insertion point. 

fragmented 

Said of memory or storage space that's split apart by other 
pieces of memory or storage used for other information. Compare 
contiguous. 
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freeware 

Another name for public-domain software. 

freeze 

Another term for a hang, 
function keys 

Special keys on some extended keyboards (both from Apple and other 
manufacturers) that are labelled FI, F2, etc. You can assign commands 
of your own choosing to them. Don't confuse them with fkeys. 

garbage 

Bizarre and/or meaningless characters. When garbage appears 
on the screen, it means something has gone wrong somewhere. 

gateway 

One of the most intelligent connections between networks. 
Compare bridge and router. 

giff 

An abbreviation for gigabyte, 
gigabyte 

A measure of computer memory, disk space and the like that's 
equal to 1024 megabytes (1,073,741,824 bytes), or about 179 
million words. Sometimes a gigabyte is treated as an even billion 
bytes but, as you can see, that's almost 74 million bytes short. 
Sometimes abbreviated gig (more often in speech than in writing). 
Compare K and megabyte. 

Get Info window 

The window that appears when you choose Get info from the File 
menu (or hit (~^TT1 ). it tells you the size of the selected file, folder 
or disk, when it was created and last modified, and where it resides. 
There's also a space for entering comments and, in the case of a 
file or a disk, a box for locking and unlocking it. 
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G/GO (GUY-go) 

Garbage in, garbage out. In other words, you're not going 
to get good information out of your computer if you put junk 
information into it. 

glitch 

Although sometimes used a synonym for bug, glitch strictly means 
a sudden voltage surge or electromagnetic pulse that causes a 
piece of hardware to malfunction. More generaliy, giitch means a 
design flaw in hardware, or any suddenly occurring problem or inter- 
ruption. It's not usually applied to software, butwhenitis, itmeans 
a design flaw and not a bug. (See bug for more on the distinction.) 
Glitch comes from the Yiddish glitshen, which means to slip. 

glossary. Glossary 

1 , In English, uncapitalized, a glossary is a list of definitions like 
this one. 

2, Capitalized, in Microsoft Word (and some other applications), 
a Glossary is a set of abbreviations iinked with longer text 
entries. You type I % I Delete | , followed by the abbreviation — 
wds, say — and Word automatically inserts the longer phrase — 
in this case, wine-dark sea. (You didn't know Homer wrote The 
Odyssey on a Mac, did you?) 

grayed 

Another term for dimmed. 

hacker 

Someone who enjoys fooling around with computers in a 
technical way, programming them £ind/or doing sophisticated 
things to the hardware. See usage note at nerd. 

handshake 

What computers do when communicating, in order to establish 
a connection and agree on protocols for the transmission of data. 
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hang 

A kind of crash where the Mac ignores input from the mouse and 
the keyboard, usually requiring you to restart the system. Also 
called a freeze. Compare bomb. 

hard disk (or hard disk drive or hard drive) 

A rigid, usually nonremovable disk, and/or the disk drive that 
houses it. Hard disks store much more data and access it much 
more quickly than floppy disks. Also see disk. 

hard hyphen 

A hyphen that holds the words on either side of it together when 
it falls at the end of a line, rather than allowing the second word to 
drop down to the beginning of the next line. Often generated by 
pressing | option . 



hard space 

A space that holds the words on either side of It together when 
it falls at the end of a line, rather than allowing the second word to 
drop down to the beginning of the next line. Often generated by 
pressing | option | spacebar | . 

hardware 

The physical components of a computer system. Compare 
software. 

head crash 

A mechanical failure of a hard disk drive, in which the read-write 
head comes in contact with the surface of the platter itself. 

header 

A piece of text automatically printed at the top of several pages 
(although the text may vary from page to page — as it would if it 
contained page numbers, for example). 
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hertz 

One cycle, occurrence, alteration or pulse per second. The 
regular electrical current that comes out of a (US) wall socket is 60 
Hz — that is, it alternates sixty times a second. Mamed after the great 
German physicist, Heinrich Rudolph Hertz (1857-94), Abbreviated 
Mz. Compare megahertz. 

HFS 

A multilevel method of organizing applications, documents and 
folders on a Mac disk, in which folders can be nested (contained) 
in other folders. Short for hierarchical fiie system. Compare MfS. 

hierarchical file system 

See iirs. 

high-level 

Said of programming languages that are relatively close to English, 
rather than to the machine language the computer understands. 

highlighting 

Making something stand out from its background in order to 
show that it's seiected, chosen or active. On the Mac, highlighting 
is usually achieved by reversing — that is, by substituting black for 
white and vice versa, or by reversing colors. 

hot spot 

The actual part of the pointer that has to be positioned over an 
object in order for a click to select the object (or have some other 
effect on it). The hot spot of the arrow pointer is its tip, and the hot 
spot of the crosshairs pointer is its center (where the two lines cross), 

human interface 

Another name for user interface. 
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Hz 

An abbreviation for hertz. 

I-beam 

The shape ( J ) the pointer normally takes when it's dealing with 
text. Also called the text tool. 

icon 

A graphic symbol, usually representing a file, folder, disk or tool, 

idiot-proofing 

Designing a product so that mistakes — or, to be realistic, the 
most common mistakes — made by a user will do no harm to the 
user or the product. 

imagesetter 

A digital phototypesetting machine, like a Linotronic or a Varityper, 
that's capable of producing graphic images as well as type. Many 
Imagesetters are PostScript-compatible and therefore can serve as 
output devices for Macs. 

ImageWriter 

A line of dot-matrix printers sold by Apple as the standard, low- 
end choice for use with Macs, Also see LaserWriters. 

ImageWriter font 

Another name for a bit-mapped font. 

incremental backup 

A backup in which only the files changed since the previous 
backup are copied. 

information service 

A large commercial timesharing computer that gives users 
access to a wide variety of information. CompuServe and America 
Online are examples. 
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ittlt (in-IT) 

A Utility program that works as follows: you put it in your system 
folder, and the next time you start up your Mac, the init is read into 
the System and alters the way things work. (If you want to see it in 
action right away, choose /?esfart from the Special menu.) Short for 
initialization program. Compare cdev. 

initializing 

Preparing a disk for use on the Macintosh. Initializing checks the 
disk to make sure the media is OK, divides it into tracks and sectors 
and sets up a directory, desktop file and the like. If a disk contains 
information, initializing will remove it. Disks can be initialized again 
and again. Also called formatting. 

insertion point 

The place In a document where the next keystroke will add or 
delete text. The insertion point is represented by a blinking vertical 
line and is placed by clicking with the I-beam pointer. 

interactive mode 

When a spelling checker (orany other kind of program) interrupts 
you as you make a mistake, rather than checking over the entire 
document (or a part of it) when you're done. Compare batch mode. 

interCapping 

Denise Caruso's wonderfully useful term for capitalizing in the 
middle of a word (as in product names like SuperPaint). 

interface 

See user interface. 

interrupt button 

One of the two buttons on the programmer's switch. It accesses 
debugging software. Compare reset button. 
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jaggies 

If we put even one picture in the giossary, it wouid be like 
opening the flood gates. So I'm not going to give in to temptation. 
But jaggies are so easy to iliustrate and so hard to define. Weii, here 
goes: When you eniarge bit-mapped characters, they lose their 
smooth curves (or what iook iike smooth curves when they're 
smaii) and instead dispiay jagged rectilinear staircasing... you 
know, why don't you just iook at the picture on page 357? 

K 

A measure of computer memory, disk space and the iike that's 
equai to 1024 characters, or about 170 words. Short for kilobyte. 
Compare megabyte and gigabyte. Also see mini-K 

kerning 

Closing up the space between certain letter pairs — like AV or 
To — to make them look better. Increasing the space between the 
letters is usually called letterspacing. 

keyboard command (or keyboard equivalent) 

A combination of keystrokes (almost always involving and 
often I Shin 1 , | Option) , [Ctrl) and/or leaps Lock) as well) that executes a 
command without your having to go up to a menu and choose it. 
Also called a key combination. Compare menu command. 

key-caps font 

A font whose characters represent what the top of a key actually 
looks like — for example: [option] [shittl 0 [b] (^ . 

key combination 

Another name for a keyboard command. 

kilobyte 

A measure of computer memory, disk space and the like that's 
equal to 1024 characters, or about 170 words. Abbreviated K. 
Compare megabyte and gigabyte. Also see mini-K. 
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LAN (pronounced as a word, not separate letters) 

An abbreviation for local area network. 

laser font 

Another name for an outline font. 

laser printer 

A computer printer that creates images by drawing them on a metal 
drum with a laser. The image is then made visible by electrostatically 
attracting diy ink powder to it as in a photocopying machine. 

LaserWriter 

A line of laser printers sold by Apple. Also see ImageWriters. 

launching 

Opening an application. 

LCD 

1. Liquid crystal display — the display technology used on most 
digital wristwatches and, considerably souped up, on the Mac 
Portable's screen. Compare CRT. 

2. Lowest common denominator — Sharon's term for simple mac- 
ros that virtually any macro program can play (because they're 
nothing more than simple watch-me recordings). 

leader 

A character that fills the space between the last character of text 
and the next tab stop. Tabs usually have no leaders — ^whlch means 
the space between the last character and the tab stop Is blank. When 
tabs do have leaders, periods (dots) are most commonly used, but 
many programs let you choose any leader character you want. 

leading (LEHD-ing) 

The amount of space from the baseline of one line of type to the 
baseline of the next. Usually measured in points. 
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list box 

A box with scroll bars that appears within a dialog box or other 
window and lists things — files, fonts or whatever. The Open and 
Save As dialog boxes each contain a list box, and the Font/DA 
Mover contains two. 

local area network 

A network of computers and related devices that's confined to a 
relatively small area, like one office or one building. Abbreviated 
LAn. More often simply called a network. 

LocalTalh 

Apple's cabling hardware for AppleTalk networks. Compare 
PhoneliET. 

locking 

Preventing a file or disk from being changed (until you unlock it). 
You can lock individual files or whole floppy disks in the Qet Info 
window, and you can also lock a floppy disk by moving the plastic 
tab in the upper right corner so that you can see through the little 
square hole. On a disk, another name for locked is write-protected. 

logging on 

Connecting to a computer network. 

LQ 

Letter-quality. Said of printers. 
macro 

A command that incorporates two or more other commands or 
actions. (The name comes from the idea that macro commands 
incorporate "micro" commands.) 

macro program 

Software that creates macros by recording your keystrokes and 
mouse clicks or by giving you a sort of pseudo programming 
language to write them in. 
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magnetic media 

See media. 

marquee 

The rectangle of moving dots that surrounds a selection in some 
programs. So called for its resembleince to a movie marquee, 

MB 

An abbreviation for megabyte. 

media 

The generic name for floppy disks, hard disks (the disks them- 
selves, not the devices that record on them), tapes and any other 
substances that store computer data, usually magnetically, 

meg 

An abbreviation for megabyte, 
megabyte 

A measure of computer memory, disk space and the like that's 
equal to 1024K (1,048,576 characters) or about 175,000 words. 
Abbreviated MB or meg. Sometimes people try to make a megabyte 
equal to an even million characters, often for sleazy marketing 
purposes, 1 call this smaller "meg" a minimeg. 

megahertz 

A million cycles, occurrences, alterations or pulses per second. 
Used to describe the speed of computers' clock rates. Abbreviated 
MMz. Also see hertz. 

memory 

The retention of information electronically, on chips. Compare 
storage. (For more on the distinction, see pp. 133-34.) There are 
two main types of memory: RAM, which is used for the short-term 
retention of information (that is, until the power is turned ofO and 
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ROM, which is used to store programs that are seldom if ever 
changed. Here are some examples of how memory has grown: 



machine 


RAM 


ROM 


original Mac 


128K 


64 K 


Mac Plus 


1MB 


128K 


Mac II 


1-8MB 


256K 


LaserWriter 1 


1.5MB 


512K 


LaserWriter II NTX 


2-1 2MB 


1MB 



menu 

A list of commands. Compare palette. Also see pop-down menu, 
pop-up menu, submenu and tear-off menu. 

menu bar 

The horizontal area across the top of the screen that contains the 
menu titles. 

menu box 

A menu title or a command in a drop-shadowed box that you 
click on to display the rest of the menu. 

menu command 

A command you choose from a menu with the pointer, as 
opposed to a keyboard command. (They might both do the same 
thing — the difference is simply in how you invoke the command.) 

menu title 

Both the name by which a menu is called and the way you access 
it. Menu titles are arranged across the top of the screen in the menu 
bar; when you point to one and hold down the mouse button, the 
menu pops down. 
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message box 

A box that appears unbidden on the screen to give you some 
information, and which (unlike a dialog box) doesn't require any 
information back from you. A bomb is one example. Also called 
an alert box. 

MFS 

A single-level method of organizing files and folders on a Mac 
disk in which folders can only be nested (contained) in other 
folders on the desktop, not in list boxes. Originally standard on the 
Mac, MFS has been superseded by tIFS. The name is short for 
Macintosh file system. 

I*B1z 

An abbreviation for megahertz. 

mini-K 

My name for "kilobytes" that are figured at an even one thousand 
characters instead of the standard 1024, 

minimegs 

My name for "megabytes" that are figured at an even one million 
characters Instead of the standard 1 ,048,576 characters (1024K). 

mnemonic (nuh-MAtiN-ik) 

Aiding memory. is a mnemonic command, since the 5 
stands for Save, but (for Paste) isn't. Don't confuse mne- 
monic with Maimonic (irritable, perfection istic). 

modem (MOF-dum) 

A device that lets computers talk to each other over phone lines 
(you also need a communications program). The name is short for 
modulator-demodulator. 
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modilier key 

A key that modifies the effect of the character key being pressed. 
The standard ADB keyboard has five modifier keys: [Shift] , [option] , 
. I Caps Lock [ and [cull . 

modules 

Parts of a program that are separate yet interconnected, 

monitor 

The screen (usually a cathode ray tube like those used in TVs) 
on which a computer displays things so you can read them. Also 
called a display, or simply a screen. 

monospaced 

Said of fonts where all the characters occupy the same amount 
of horizontal space. Two such fonts on the Mac are Courier and 
Monaco. Compare proportionally spaced. 

motherboard 

The main board in a computer (or other computer device), 

mouse button 

The button on top of the mouse (using the word mouse helps 
distinguish it from a button in a dialog box), 

mouse cursor 

A barbaric substitute for the perfectly adequate — and infinitely 
more elegant — term pointer, its use can only be attributed to 
creeping PC-itis in the Macintosh world. 

MS DOS 

The original, and still the most popular, operating system used 
on IBM PCs and compatible computers. (The name stands for 
Microsoft disk operating system.) Also sometimes called PC DOS. 
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nuitiFinder 

An Apple program that allows several applications, including the 
Finder, to be open at the same time. 

multitasking 

Said of software or hardware that lets you do more than one 
thing at once. 

multiuser 

Said of software or hardware that supports use by more than one 
person at one time. 

nanosecond 

A billionth of a second. Used to measure the speed of memory 
chips, among other things. Abbreviated PiS. 

nerd 

Someone who's involved in computers to the exciusion of 
various social and sartorial skills. The archetypical nerd wears a 
plastic pocket protector full of pens and is profoundly uneasy 
conversing with people about anything other than computers. The 
term is generaily used affectionately and many people apply it to 
themselves in miid and/or humorous self-deprecation. The adjec- 
tive is nerdy. 

Usage note: nerd isn't synonymous with hacker. Although both 
terms connote passionate enthusiasm about, and involvement 
with, computers, hacker focuses on the technical sophistication 
and power that such involvement often produces, while nerd fo- 
cuses on the social price at which such power and sophistication 
are often bought. Not ail nerds are hackers, and not all hackers are 
nerds (although, of course, many are). 

network 

'Two or more computers (and/or other computer-related de- 
vices) connected to share information. Usually the term refers to 
a local area network. Also see AppleTalk. 
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ISFIYT 

The new font numbering table. Unlike the earlier numbering 
system, which only provided 256 numbers, MFNTprovides 1 6,000. 

ISLQ 

liear-letter-quality. Said of printers. 

node 

Any one of the computers or other devices connected to a network. 

ns 

An abbreviation for nanosecond. 

numeric keypad 

A grouping of number keys (and other, associated keys) ar- 
ranged in a rectangle and separate from the regular keyboard, 

numLock (or num. Lock) 

On keyboards with a numeric keypad, the setting in which the 
keypad inserts numbers into your document, rather than issuing 
commands. On most Mac keyboards, there is no key for switching 
between MumLock and command mode; it's handled by the 
software instead (although the NumLock light on Appie's extended 
keyboard doesn't always get triggered by the software). 

obJecLoriented graphic 

A picture or other graphic where each object, rather than being 
made up of separate dots (as in a bit-mapped graphic) is treated as 
a unit, as they are in draw programs. 

So if you have a bit-mapped rectangle, you can erase a corner 
of it (say). But you also have to lasso (or somehow group) all the 
dots to select it as a unit (in order to move it, for example). An 
object-oriented rectangle can be selected simply by clicking on it, 
but you can't cut off a comer of it — it has to remain a square (or at 
least a four-sided polygon of some kind.) 
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OCR (pronounced as separate letters) 

Optical character recognition — the ability of software and/or 
hardware to read text from paper. Unlike a regular scanner that 
reads text (and everything else) as a series of dots, OCR scanners 
and software recognize the characters and thus generate editable 
text, as if someone had typed the characters in. 

OEM (pronounced as separate letters) 

The original equipment manufacturer— the actual producer of 
the basic equipment incorporated into a product and sold under 
another name. For example. Control Data Corporation makes the 
CDC Wren hard disks that go into Magic hard drives; Control Data 
is the OEM, 

OEM is also used as an adjective to describe products that are 
incorporated into products by other companies and marketed by 
them. So someone might say: We're thinking of expanding out of 
the OEM market and selling some products under our own name. 

offline (or off-line) 

Said of things done while you're not actively connected to a 
computer or a network. For example, you might work on a message 
off-line, then log onto an electronic mail system to send it. 
Opposite of online. 

online (or on-line) 

On, or actively connected to, a computer or computer network. 
For example, on-line documentation appears on the screen rather 
than in a manual. Opposite of offline. 

opening 

Expanding an icon, or a name in a list box, to a window — usually 
by doubleclicking on it. With disk icons and folders, this happens 
on the desktop. With document icons, the application that created 
the icon is launched first, then the document is opened within it. 



956 <27tg jMacintosfi ‘BiBte, nJdrd “Edition 



operating system 

The basic software that controls a computer's operation. On the 
Mac. it consists of the System file, the ROMs, the Finder (or a Finder 
substitute) and related software. 

I Option I 

A modifier key used mostly for generating special characters. 

option character 

The character generated by pressing the I option I key and another 
character simultaneously. 

orphan 

A single line (usually the first line of a paragraph) sitting alone at 
the bottom of a page of text. Compare widow. 

outline font 

A font designed for use on a laser printer or imagesetter. Rather 
than being composed of separate dots like a bit-mapped font, it's 
made up of an outline of the shape of each letter and can be scaled 
to any size without degradation of quality. Sometimes also called 
a laser font Also see PostScript font 

overhead 

The bytes in a file that aren't taken up by the actual text or other 
contents, but rather by things like the size, shape and location of 
the window in which the document appears on the screen, the 
fonts used, other formatting information, etc. 

paged memory management unit 
See PMMU. 

paint 

A standard graphics format for low-resolution (72-dpi) bit- 
mapped images. Compare EPS. PICT and TIPF. 
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paint program 

A graphics program that generates bit-mapped graphics (col- 
lections of dots) rather than objects. Compare draw program. 

palette 

A collection of small symbols, usually enclosed by rectangles, 
that represent tools available in a graphics program. When you 
click on a box In the palette, the pointer changes to that tool. 
Compare menu. 

Pantone colors 

See PMS. 

paragraph widow 

See widow. 

parameter RAM 

A small portion of the Mac's RAM that's used to store Control 
Panel settings and other basic, ongoing Information. It's powered 
by a batteiy so the settings aren't lost when the computer is turned 
off (but they are lost if you pull the battery). Also called PRAM. 

PARC 

See Xerox PARC. 

parking 

Locking the read-write head of a disk drive securely out of the 
way, so that neither it nor the media will be harmed if the drive is 
Jarred while being moved. 

partition 

A section of a hard drive that's treated as a separate disk by the 
Mac. If you divide your drive into ten partitions, you'll get ten disk 
icons on the desktop. Most hard drives come with their own 
partitioning software. (See the partitioning entry on pp. 178-79 for 
more details.) 
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pasteboard 

In page layout programs, a storage and work area outside the 
page, the contents of which don't print out. 

pasting 

Inserting something into a document from the Clipboard by 
choosing Paste from the Edit menu or hitting . Aiso see 

copying and cutting. 

patch 

A relatively small piece of programming code added to an ex- 
isting program to enhance performance or fix a bug. 

pathname 

A list of aii the foiders a file is in, from the outermost (the disk) 
to the innermost, and ending with the name of the file itself. Colons 
are placed between the elements, so pathnames look like this: 

hard disk:personal stuff: letters;to family:Happy Birthday, Rita! 

This pathname means that a File called Happy Birthday, Rita! is 
in a foider caiied to family, which is in a folder called letters, which 
is in a foider called personal stuff, which is on a hard disk called — 
rather unimaginatively — hard disk. 

PC 

1 . Some people who are relatively new to computers (or unsophis- 
ticated about them) caU any personal computer a FC; in their 
usage, even a Mac is a PC (what a thoughtl). But people who've 
been around for a while know that the term FC originated as a 
nickname for the IBM Personal Computer, which was introduced 
in 1981, and its various clones. They refer to other kinds of 
personal computers simply as — brace yourself — computers, or 
by their specific names (Macs, Apple IV s, etc.) That's the usage 
followed in this book. 

2. Just to complicate things, FC is also an abbreviation for printed 
circuit. So be aware that a FC board doesn't necessarily go into 
an IBM PC; in fact, there's one in every Mac. 
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FC DOS 

Another name for MS DOS. (It's short for (IBM) Personal Com- 
puter disk operating system.) 

PD 

An abbreviation for public-domain or public-domain software. 

peripheral 

Any electronic device connected to a computer (e.g., a printer, 
hard disk, scanner, CD-RO M reader, etc. ) . Usually peripheral only refers 
to something that's either sold by a third party or that clearly isn't an 
integral part of the original system. For example, you wouldn't 
normally think of a keyboard sold with a machine as a peripheral, but 
you might consider a third-party keyboard a peripheral. 

Phoneliet 

Farallon Computing's cabling hardware for AppleTalk networks. 
Compare LocalTalk. 

phosphor 

The coating on the inside of CRTs (the cathode ray tubes used in 
most computer monitors and television sets). When a beam of elec- 
trons hits it, the phosphor glows, creating the image on the screen. 

pica 

A typesetting measure equal (for all practical purposes) to 1 /6 
of an inch — and exactly equal to 12 points. 

PICT (pronounced as a word, not separate letters) 

A Standard graphics format for object-oriented graphics. (The 
name is an abbreviation of picture.) The original PICT only allowed 
for eight colors, but the current standard, PICT2, allows for full 32- 
bit color. You don't need to worry about which kind of PICT you're 
dealing with — almost everything uses PICT2 now. Compare EPS, 
paint and TIFF. 
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pixel 

Any of the little dots of light that make up the picture on a 
computer (or TV) screen. (The name Is short for picture e/ement.) 
The more pixels there are in a given area — that Is, the smaller and 
closer together they are — the higher the resolution. Sometimes pixels 
are simply called dots. 

platter 

In a hard disk drive, the rigid substrate to which the information- 
bearing magnetic coating is applied. 

PMMU 

The paged memory management unit that makes virtuai 
memoo'possible on the Mac (along with the appropriate software, 
of course). Called the 68851, it's part of the 68030 chip and can 
be added to the 68020. 

PMS 

1 . The Pantone Matching System, an international standard coding 

system for colors that lets you specify and match them by 
number. 

2. Premenstrual stress. 1 only put this in so 1 could tell you Roberta 

Caimey's line about it. She says the reason men are so crazy is 
that they're aiways premenstrual. 

point 

A typesetting measure equal (for all practical purposes) to 1/72 
of an inch. The size of fonts is typically measured in points. 
Compare pica. 

pointer 

What moves on the screen when you move the mouse. Its most 
common shapes are the arrow ( ), the I-beam ( J ) and the 

wristwatch (1 don't have a picture of that one; sorry) . 
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pop down 

What the Mac's regular menus actually do. Compare pull down. 

pop-down menu 

The Mac's standard kind of menu (usually — but inaccurately — 
called a pull-down menu). It pops down when you click on the 
menu title; to keep it extended, you hold down the mouse button. 
Dragging down the menu highlights each command in turn (except 
the dimmed ones). Compare pop-up menu. Also see submenu and 
tear-off menu. 

pop-up menu 

A Mac menu whose title doesn't appear in the title bar and 
which, as its name implies, pops up (or out) rather than down. Pop- 
up menus appear when you click and hold the mouse button on 
a box that generates them (which is indicated by a drop shadow 
around the box). Compare pop-down menu. Also see submenu 
and tear-off menu. 

port 

Computerese for a Jack where you plug in the cables that connect 
computers and other devices together. Most Macs have a SCS/ port, 
two serial ports (marked for the printer and modem) and others. 

FostScript 

A page-description programming language developed by Adobe, 
specifically designed to handle text and graphics and their place- 
ment on a page. Used primarily in laser printers and imagesetters. 
Compare QuickDraw. 

FostScript font 

An outline font that works with PostScript (although PostScript 
does also make its own versions of bit-mapped fonts when you send 
them to a PostScript printer.) 
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PRAM (pronounced PEB-ram, or as one word) 

See parameter RAM. Don't confuse this with PROM. 

print buffer 

A hardware device that Intercepts a print file on Its way to the 
printer and reroutes It to the buffer's own memory, where It's held 
until the printer is ready for It. This allows you to continue working 
on other things while printing. Compare print spooler. 

printed circuit board 

A board on which the electrical connections between the chips 
are made by printed metallic Ink. Also called a PC board. There's 
one in every Mac. 

printer driver 

A file that tells the Mac how to send Information to a particular 
kind of printer. 

print spooler 

A piece of software that intercepts a print file on its way to the 
printer and reroutes It to the disk, where It's held until the printer 
Is ready for It. This allows you to continue working on other things 
while the printing takes place. Compare print buffer. 

program 

A group of instructions that tells a computer what to do. Also 
called software and — by members of the Department of Redun- 
dancy Department — a software program. 

programmer 

Someone who writes programs, fixes bugs In them, adds new 
features to them, etc. As opposed to a user, who simply uses 
programs and to whom the programming Is Invisible (or should be). 
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programmer's switch 

A small piece of plastic that, when installed on a Mac, lets 
you restart the system (using its reset button) or access 
debugging software (using its interrupt button). 

FROM (pronounced as a word, not separate letters) 

A programmable ROM; one you can change with a special 
device. 

prompt 

On more primitive computers than the Mac, and in the 
Mac's built-in debugger (accessed by hitting the interrupt 
button on the programmer's switch), a symbol on the 
screen (often > ) that indicates that the computer is waiting 
for you to tell it what to do. 

proportionally spaced 

Said of fonts whose characters occupy different amounts 
of horizontal space, depending on their size. Proportional 
spacing makes fonts much easier to read. Virtually all 
Macintosh fonts are proportionally spaced. Compare 
monospaced. 

protocols 

A set of standard procedures that control how informa- 
tion Is transmitted between computers, 

public-domain 

Said of products you have the right to copy, use, give 
away and sell, without having to pay any money for the right. 
Things come into the public domain either because the 
copyright on them has expired or — as is the case with 
computer programs — because the copyright holder (usually 
the author) puts them there. Abbreviated FD. Also called 
freeware. Compare shareware and commerciai. 
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pull down 

What most people — including Apple — say the Mac's standard 
menus do. But it's not true — they pop down (or, as Sharon prefers 
to put it, drop down). For more on this earth-shattering distinction, 
see the rant on pp. 51-52. 

QuickDraw 

Bill Atkinson's brilliant programming routines that enable the 
Mac to display graphic elements on the screen with great speed and 
agility. QuickDraw is aiso used for outputting text and images to 
certain (non-PostScript) printers. Compare PostScript. 

quitting 

Leaving an application and returning to the Finder (or a 
Finder equivalent). 

radio buttons 

A group of buttons only one of which can be on at a time (like 
the presets on a car radio). If you select one radio button, any other 
that's selected automatically deselects. Compare checkboxes. 

RAM (pronounced as a word, not separate letters) 

The part of a computer's memory used for the short-term 
retention of Information (in other words, until the power is turned 
off). Programs and documents are stored in RAM while you're using 
them. The name is short for random-access memoiy— although, 
actually, just about all kinds of memory are accessed randomly 
these days. Also see memory, parameter RAM, contiguous RAM 
and ROM. 

RAM cache (cash) 

An area of memory set aside to hold information recently read 
in from disk — ^so that if the information is needed again, it can be 
gotten from memory (which is much faster than getting it from 
disk). The size of the Mac's RAM cache, and whether it's turned on, 
is set in the Control Panel. 
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RAM disk 

A portion of memoiy that's set aside to act as a temporary disk. 
rdev (AHR-dev) 

A utility program that displays an icon in the Chooser. Printer 
drivers are an example. Rdev is short for Chooser dev ice (the c was 
already taken — see cdev). 

read/write head 

The part of a disk drive mechanism that actually deposits 
information on (writes) and extracts Information from (reads) 
the disk. 

reboot 

To boot again (that was easy). Same as restart. 

record 

In a database program, a collection of related fields. For ex- 
ample, in a mailing list, a record might consist of the name, 
address, city, state, zip code and phone number of one particular 
person or company. 

redraw (or refresh) rate 

How often the image on the screen is redrawn. (It looks solid, but 
actually it's being recreated many times a second.) 

relational database 

A database program that's capable of relating information in one 
file to that in another. 

release version 

The version of a program that's actually shipped to purchasers 
and stores. Theoretically, all the major bugs are out of it by that 
point. Compare alpha version and beta version. 
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reset button 

One of the two buttons on the programmer's switch. It restarts 
the Mac. Compare interrupt button. 

resolution 

The number of dots (or pixels) per square inch (or In any given 
area). The more there are, the higher the resolution. 

restart 

To cause a computer to reioad its operating system from disk, 
as if you just turned it on, but without actually turning off the power. 
When you restart, you lose all work that you haven't saved. 

Restart 

When capitalized, a command on the Finder's Special menu that 
(amazingly enough) restarts the Mac. Compare Shut Down. 

I Return I 

In text, the I Return I key causes the insertion point to move to the 
beginning of the next line. Elsewhere, it's often used to confirm an 
entry or a command. 

ROM (rahm) 

The part of a computer's memoiy used to store programs that 
are seldom or never changed. The name is short for read-oniy 
memory, because you can read information from it but can't write 
information to it the way you cein with RAM. A ROM chip is often 
called simply a ROM. Also see memory. 

ROMs (the Mac's) 

ROMs built into every Mac that contain part of its operating 
system. They were originally 64K, then 1 28K, 256K and 5 1 2K, with 
each subsequent version containing more system software. 
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root directory (or root level) 

The disk window — the window that contains all the folders and 
files on a disk. (So called because if you imagine the organization 
of folders and files on a disk as branches on a tree, this would be 
the root.) 

router 

One kind of device that connects separate networks. Compare 
bridge and gateway. 

sans serif 

Said of a font that has no serifs (sans being French for without). 
Optima is sans serif font. 



Save As... 

A Standard Mac command that lets you save a document under 
a different name and/or in a different location (and sometimes in 
a different format). 

saving 

Transferring information — usually a document — from memory 
to a disk. 

scanner 

A device that converts images into digital form so that they can 
be stored and manipulated by computers. 

Scrapbook 

A desk accessory that stores material permanently and gives you 
easy access to it no matter what program you're in. 

screen 

Another name for a monitor. 



SG8 nJie. 9i{acintosh 'BiBCe. Third 'Edition 



screen blanker 

Another name for a screen saver, 
screen dump 

Another name for a screen shot. 

screen font 

The bit-mapped version of an outline font, used to represent the 
font on the computer's screen. 

screenful 

The amount of text (or other data) displayed at any one time on 
the screen. Used when talking about scrolling — e.g., ciicking here 
scrolls you up one screenful. Also called a windowful (as in: it's a 
windowful, s'marvelous, that you should care for me). 

screen saver 

A program designed to prevent the phosphor on a computer 
screen from getting exhausted. Screen savers keep track of how 
long it's been since you hit a key or the mouse button and 
automatically black out the screen (or put a moving pattern on it) 
after a certain amount of time has passed. Hitting any key or the 
mouse button brings back the image that was on the screen before. 
Also called a screen blanker. 

screen shot 

A picture of what's currently on the screen (or on some portion 
of it), sent directly to a printer or saved to disk. 

script 

What a program or routineyou write in HyperCard is called. Some 
other programs, like FileMaker and Microphone, also use the term, 

scroll arrow 

The arrow at either end of the scroll bar. Clicking on a scroll 
arrow moves the window's view up or down one line. Clicking on 
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a scroll arrow and holding the mouse button down results in 
relatively smooth and continuous scrolling, 

scroll bar 

A rectangular bar that appears on the right and/or bottom edges 
of a window when there's more in it than what's displayed. Clicking 
in the gray area of the scroll bar moves the window's view up or 
down one screenful. Also see scroll arrow and scroll box. 

scroll box 

The white box in a scroll barthat indicates how what's displayed 
in a window relates to the total contents. So, for example, if the box 
is at the halfway point of the scroll bar, you're looking at the middle 
of the document. Dragging the scroll box allows you to scroll large 
distances. 

scrolling 

Moving through the contents of a window or a list box in order 
to see things not currently displayed (normally done with the scroll 
bar, scroll arrow and scroll box). In word processing programs and 
list boxes, scrolling is usually vertical, but in many other places, 
horizontal scrolling is equally likely. 

SCSI 

An industry-standard interface for hard disks and other devices 
that allows for veiy fast transfer of information. It's short for small 
computer system Interface and is pronounced scuzzy by virtually 
everyone (officially, you're supposed to pronounce the individual 
letters, but I think I'd faint if 1 ever heard anyone do that). SCSI 
ports have been standard on all Macs since the Plus. 

search path 

Where a computer looks for something (i.e., on what disks and 
in what folders). 
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sector 

A 5 1 2-byte section of a track. The basic unit of storage space into 
which flies are saved. 

selecting 

Telling the Mac what you want to be affected by the next 
command or action. If what you're selecting is in the form of 
discrete objects, you normally select them by clicking on them. If 
it's in the form of a continuum, you normally select part of it by 
dragging across it. 

The two most Important concepts for understanding the Mac are; 

• Selecting — in and of itself— never alters anything. 

• You always have to select something before you can do any- 
thing to it. 

(the) selection 

Whatever is selected (and thus will be affected by the next 
command or action). The Insertion point is also a kind of selection, 
because it indicates where the next event will take place (unless 
you move it). 

selection rectangle 

On the desktop and in many applications, a dotted box that 
appears when you click on an empty spot and drag. When you 
release the mouse button, the box disappears (or becomes a 
marquee) and eveiything that fell within it is selected. (In some 
programs, objects must fall entirely within the selection rectangle 
to be selected; in others, any object touched by the selection 
rectangle, however slightly, is selected.) 

serial port 

Either of the jacks on the back of a Mac into which you can plug 
printers, modems, etc. (Serial refers to the fact that data is trans- 
mitted through these ports serially — one bit after another — ^rather 
than in parallel — ^several bits side by side.) 
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serif 

A little hook, line or blob added to the basic form of a character 
to make a font more readable (or for decoraUon). Serifls also used 
as an adjective to describe a font that has serifs; the font you're 
reading (Bengulat) Is a serif font. Compare sans serif. 

shareware 

Software that's distributed on the honor system, usually through 
bulletin boards, user groups. Information services, etc. You're 
allowed to try it out and give copies to others, and you only pay the 
(usually nominal) registration fee if you decide you want to 
continue using it. Compare commercial and public-domain. 

Ishinl 

Either of two modifierkeys on the Mac's keyboard that are used 
to make letters uppercase and for many other purposes (for 
example, see shift-clicking). 

shift-clicking 

Holding down the Isnutl key whiie clicking the mouse button. 
Shift-clicking allows you to select multiple objects or large amounts 
of text, depending on the application. 

Shut Down 

A command on the Finder's Special menu that prepares the Mac 
to be turned off (or actually turns it off, depending on which model 
Mac you have). Compare Restart. 

SIG (pronounced as a word, not separate letters) 

A special interest group that's part of a larger organization like 
a user group. 

SIMM (pronounced as a word, not separate letters) 

A single in-line memory module — a package for memory chips 
used in many models of the Mac. 
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68000 (sixty-eight thousand) 

A CPU chipused in the original 1 28K Mac, the 5 1 2K Mac, the Mac 
Pius, the SE, the Portable, the original LaserWriter, the LaserWriter 
Plus, the LaserWriter II SC and the LaserWriter II MT, 

68020 (sixty-eight oh twenty, or sometimes simply oh twenty) 

A faster and more powerful CPU chip than the 68000, used in 
the Mac II, the LaserWriter II MTX and In many accelerator boards. 

68030 (sixty-eight oh thirty, or sometimes simply oh thirty) 

A faster and more powerful CPU chip than the 68020, which is 
used in the Mac IIx, cx, cl, fx and the SE/30. 

68851 (sixty-eight eight fifty-one) 

See PMMU. 

68881 (sixty-eight eight eighty-one) 

The math coprocessor chip used in the Mac II. 

68882 (sixty-eight eight eighty-two) 

The math coprocessor chip used in the Mac IIx, cx, ci, fx 
and the SE/30. 

size box 

An icon consisting of two overlapping boxes, found in the 
bottom right comer of most windows, that allows you to change the 
window's size and shape. Compare dose box and zoom box. 

slot 

A place in a computer where you can install a card. Also 
called an expansion siot, since it allows you to expand the 
computer's capabilities. 

software 

The instructions that tell a computer what to do. Also called 
programs or, redundantly, software programs. Compare hardware. 
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Usage note: Software Is a stuff word (like butter or money), not 
a things word. It's no more correct to say two softwares than it is 
say two stuffs. 

special interest group 

See SIG. 

spooler 

See print spooler. 

spread 

'Two facing pages. (Technically, this is a two-page spread, and 
three-page spreads and more are possible. But these don't come 
Into play much on the Mac.) 

standard menus 

The three menus — File and Edit — that appear at the left end 
of the menu bar in virtually all applications. 

startup disk 

The disk that contains the System file and the Finder the Mac is 
currently using. You can change it, so it doesn't necessarily have 
to be the disk you actually started up the Mac with. 

startup document 

How inits are usually labelled if you look at them in a text view 
In the Finder. 

stationery 

A feature of many programs that lets you create various default 
documents, with different margins, fonts. Included text, etc. Unlike 
a regular document, which opens with the name you've given it, 
stationery opens as an untitled document (or makes you choose a 
name for the new document before it will open). 
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storage 

The long-term retention of Information magnetically (on disks or 
tapes) or optically (on CD ROMs). It persists after you turn your 
computer off. Compare memory , (For more on the distinction, see 
pp. 133-34.) 

string 

Any specified sequence of characters — a word, a phrase, a 
number, whatever. The term is usually used in the context of 
searching and replacing; for example; type in the string you want to 
find, hit the tab key, then type in the string you want to replace it with. 

strobe 

Another name for flicker. 

style 

A variation on a font — like bold, italic, outline or shadow. In this 
sense, it's also called a type style. Compare Style. 

Style 

In Word and other programs, a Style is a grouping of formats. In 
this book, we capitalize this meaning of the word, to avoid confusion 
(as much as possible) with style (see the previous definition). 

submenu 

A menu whose title is an item on another menu, and which 
appears to the right of that menu when you choose its title (or to 
the left. If there's not enough room on the right). 

suitcase Hie (or simply suitcase) 

A file that stores fonts or desk accessories, and is Identified in 
the Finder by its suitcase-shaped icon. You add fonts or desk 
accessories to a suitcase file, or remove them from it, with Font/ 
DA Mover, You can open (activate) suitcase files ( so their contents 
will appear on menus) with font/DA management programs like 
Suitcase or Font/DA Juggler Plus, 
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support 

Help with computer problems (either hardware or software), 
usually in the form of verbal advice. Support can be provided 
either by the vendor that sells you the product or by its manufacturer 
or publisher. 

SYLK 

Microsoft's symbolic link format for data transfer (especially 
between spreadsheets and databases). 

sysop (SlSS-ahp) 

The person who runs a bulletin board (short for system operator). 

system bomb 

See bomb. 

system crash 
See crash. 

system disk 

Any disk containing the system software the Mac needs to begin 
operation (l.e., the System file and either the Finder or a Finder 
substitute). If it contains the system software you're using to run your 
Mac at the moment it's the startup disk. 

System file (or simply the System) 

The basic program the Mac uses to start Itself and to provide 
certain basic Information to all applications. The System file can't 
be launched like a regular application; instead, it launches itself 
when you start up the Mac and insert a disk that contains it. 
Together with the Finder, the System file comprises what — on other 
computers — is called the operating system. 

system folder 

A standard folder on Mac disks that contains the System file, the 
Finder and other system software. 
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system hang 

See hang. 

system heap 

The area of memoiy set aside for storing system information 
about fonts, DAs, chooser resources, init fiies, etc. 

system software 

A catchaii term for the basic programs that heip computers 
work; it inciudes operating systems, programming ianguages, 
certain utiiities and so on. Some exampies of systems software on 
the Mac are the Finder, the System, the Chooser, the Control Panel, 
the Font/DA Mover and printer drivers like the ImageWriter, 
LaserWriter and Laser Prep Files. 

(m) 

In text, the [Tab I key moves the insertion point to the next tab stop. 
In databases, spreadsheets, dialog boxes and the like, it often 
moves the insertion point to the next area where information can be 
inserted (in other words, to the next Field, cell, text box or whatever) , 

tab-delimited 

Said of database programs and files that follow the Mac standard 
of using [Tab] to separate fields. 

tear-off menu 

A menu you can remove from the menu bar and move around 
the screen like a window. It stays fully extended when detached, 
so you don't have to pop it down every time you want to use it. Tear- 
off menus always remain in front of open document windows. 
Compare pop-down menu, pop-up menu and submenu. 

telecommunicating 

Transferring information between computers over tele- 
phone lines. 
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template (TEM-pUt, not -plate) 

A document with a special fonnatyou use repeatedly. You modify 
it to the present use and save it with a different name. 

text box (or text Held) 

An area, usually in a dialog box, where you insert text. 

text file 

An ASCII file— just characters, no formatting. 

(the) text tool 

Another name for the I-beam pointer. 

third-party 

Said of hardware or software that doesn't come from the maker 
of what you're using it with, and that you didn't develop yourself. 
A couple of examples are a non-Apple hard disk you attach to your 
Mac, or a spelling checker not published by the publisher of the 
word processing program you're using it with. 

TIFF (pronounced as a word, not separate letters) 

A standard graphics format for high-resolution (greater than 72- 
dpi) bit-mapped images, like those generated by most scanners. 
The name is an abbreviation of tagged image file format. Compare 
EPS, paint and PICT. 

title bar 

The horizontal strip at the top of a windowthal contains its name. 
When the window is active, it's filled with six horizontal stripes and 
has a close box. To move a window, you drag it by the title bar. 

toggle 

Something which turns off and on each successive time you 
access it. For example, the common type styles (bold, italic, etc.) 
are toggles, because the first time you choose them from the menu 
(or with a command), they turn on, and the next time they turn off. 
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Other kinds of toggles are checkboxes and menu commands that 
switch names (e.g„ Show Ruler, Hide Rulei). 

tracking (or track kerning) 

Changing the letter spacing in a selected piece of text, in 
order to pull a word up from the line below, or to loosen up 
a line that's too tight (that is, one in which the words are too 
tightly squeezed together). 

tracks 

Imaginary concentric circles running around a disk, which are 
divided into sectors and are used for storing data. 

transparent 

Said of programs that work so smoothly and intuitively that you 
forget they're there. Transparency lets you concentrate on your 
work, rather than having to hassle with the software. 

Trojan Horse program 

A program that conceals and transports a virus. 

Turing test 

A method devised by the brilliant British mathematician and 
logician Alan M. Turing (1912-54) to decide, without prejudice, 
whether what a computer does can be called thinking. You type 
questions and statements into a computer that's connected to a 
computer in another room, and tiy to determine, by means of the 
remote computer's replies, whether it's being handled by another 
person or by a program. 

If you think you're talking to a human when you're actually 
talking to a program, then (Turing's argument goes) the remote 
computer must be considered capable of thinking, since what it's 
doing is Indistinguishable from what we call thinking when people 
do it. All computers so far would fall the 'Turing test (as would most 
newscasters) — except In limited areas, like playing chess, where 
computers (but not newscasters) are among the best in the world. 
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Undo 

A Standard Mac command ( [ 3€ lz| ) that undoes the last text that 
was typed or the last editing or formatting command that was given . 
Many commands can't be undone, and the ones that can vary with 
the appiication. 

In any well-written Mac program. Undo is a toggle, so you can flip 
back and forth between two versions of something until you decide 
which you prefer. Idealiy, there areseveral levels of undo, so you can 
go back past the last thing you did, 

Unix 

An operating system deveioped by Bell Labs for minicomputers 
but now also used on microcomputers like the Mac. 

uploading 

Sending a file to a distant computer from your own. Opposite of 
downloading. 

user 

Someone who simply uses programs, as opposed to a programmer, 
who writes them. It's like the difference between an automobile 
mechanic and a driver. Just as you don't need to know how a 
carburetor works to be an expert driver, you don't need to know 
anything about programming to be an expert Macintosh user. 

user (or users) group 

A Club made up of people who are interested in computers 
in general, a particular kind of computer, a particular kind of 
software or even an individual program. They're typically 
nonprofit and independent of any computer manufacturer or 
publisher. Also see S/Q, 

user interface 

The way a computer (or a computer program) communicates 
with people; what it's like to use. 
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utilities 

Programs that perform tasks that are either relatively simple (like 
searching for specific flies on disk) and/or that are support tasks 
for applications (like checking the spelling in a document), 

vaporware 

Software that was announced a while ago but still hasn't shipped. 
video card 

A card you plug into your Mac that controls an external monitor. 

virtual memory 

A technique that lets a computer treat part of a hard disk as if it 
were RAM. 

virus 

A program that functions on your computer without your con- 
sent. A benign virus may do nothing more than duplicate itself, but 
some are meant to destroy data. 

widow 

A single line (usually the last line of a paragraph) sitting alone at 
the top of a page of text. Compare orphan. 

Widow is sometimes also used to refer to a single word (or a few 
short words) forming the last line of a paragraph. In this sense, it's 
sometimes called a paragraph widow. 

wildcard 

A symbol that means any character or any sequence of char- 
acters (just as a wild card in poker can stand for any card). 
Wildcards are useful in searches. 
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window 

An enclosed area on the Mac's screen that has a title bar (which 
you can use to drag the window around). Disks and folders open 
into windows, and documents appear in windows when you're 
working on them. Compare box. 

windowfui 

The amount of text (or other data) displayed at any one time in 
a window. Used when talking about scrolling (e.g., clicking here 
scrolls you up one windowfui). Also called a screenful. 

word wrap 

The feature, found in virtually all computer programs that 
generate text, that automatically moves you down to the next line 
when the line you're on is full, without your having to type I Return I . 

wristwatch 

The form the pointer normally takes (and should lake) when you 
have to wait for the Mac to do something. (Unfortunately, some 
poorly written programs don't always implement this feature, or do 
so less often than they need to.) 

x-height 

The height of lowercase letters In a font (not counting ascenders 
and descenders). In a font with a high x-height, lowercase letters like 
X are closer to the height of the caps than they are in a font with a 
low x-height. Helvetica, Bookman and Benguiat have relatively high 
x-heights; Times and Zapf Chanceiy have relatively low x-heights. 

Xerox FARC (ZEER-ahks FARK) 

Xerox Corporation's Palo Alto Research Center where most of 
the early work was done on what became the Mac's user interface. 
Often called simply FARC. 

zone 

A subdivision of a network. 
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zoom box 

A small box on the right side of the title bar of most windows. 
Clicking on the zoom box expands the window to fill the screen; 
clicking again returns it to its original size and shape, (in many 
Microsoft products, you can do the same thing by simply 
doubleclicking on the title bar.) Compare close box and size box. 
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There are two kinds of entries in this appendix: company listings, which 
give you the address, phone number(s) and products; and product listings, 
which refer you to the company listings. When names of products and 
companies are so similar that the two listings would be right next to each 
other (e.g., FoxBASE and Fox Software), we drop the product listing. Entries 
are alphabetized as if spaces and hyphens didn't exist; thus Digital Dark- 
room comes before Digit-Art, anc/AppleCarecomesbeforeAppleComputer. 

We spent a fortune in phone calls and time trying to get addresses and 
phone numbers for every company, but we weren't able to succeed 1 00%. 
When our information is partial, we give you what we have. Please don't 
bother calling us up to ask us for addresses or phone numbers not listed 
here; if they're not here, we don't have them. See Chapter 19 for some 
magazines where you might be able to find them. — AN 



AaskICE Software 
Acius 

10351 BubbRd 
Cupertino CA 95014 
408/252-4444; fax: 408/252-0831 
4th Dimension 

Acta, Acta Advantage / Symmetry 

Active Window, The / 

Boston Computer Society 

ADB cab/es/ Kensington 
Microware; Monster Cable 

ADB keyboards and mouse / 
Apple Computer 

Addison- Wesley 
Route 1 28, Jacob Way 
Reading MA 01867 
617/944-3700; 

orders: BOO/447-2226 
Human Interface Guidelines 
other books written by Apple 



Address Book/ Leitch, Jim 

Address Book Plus/ Power Up 

Adobe Systems 
1585 Charleston Rd 
Box 7900 

Mountain View CA 94039 
415/961-4400 
Adobe Type Manager 
Font Pac (for ATM) 

Illustrator 
outline fonts 
PostScript 
Smart Art 
Streamline 
Type Reunion 

Aesthetic Engineering 
175 Duane St 
New York NY 10013 
212/925-7049 
Music Mouse 
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Affinity Microsystems 
1050 Walnut St, #425 
Boulder CO 80302 
800/367-6771; 303/442-4840 
Tempo 

After Dark ! 

Berkeley Systems Design 

AiC (Advanced Information 
Concepts) 

MacBak AR 
SyQuest drives 

A/rfjorne/ Silicon Beach 

Aker, Sharon Zardetto 
(writer and consultant) 

20 Courtland Dr 
Sussex NJ 07461 
AppleLink d6145 or c/othe 
NJMUG BBS, 201/388-1676 

Aladdin Systems 
Deerpark Center, #23A-1 71 
Aptos CA 95003 
408/685-9175 
Shortcut 
Stuffit 
Stuffit Pro 

Alderman, Eric 

(HyperCard programmer) 
The HyperMedia Croup 
5900 Hollis St, #0 
Emeryville CA 94608 
415/601-0900 

Aldus 

41 1 First Av S 
Seattle WA 981 04 
206/622-5500 



tech support: 206/628-2040 
customer relations: 206/628-2320 
Freehand 
PageMaker 

Allen, Christopher (software 
developer and consultant) 
Consensus Development 
Box 2836 

Union City CA 94587 
41 5/487-9206 

Alliance Peripheral Systems (APS) 
2900 S 291 Hwy 
Independence MO 641 1 1 
800/233-7550; 816/478-8300 
Quantum and Wren drives 
other hardware 

Alsoft 

22557 Aldine Westfield 
Spring TX 77373 
713/353-4090 
Disk Express 
Font /DA Juggler 

Altsys 

269 Renner Rd 
Richardson TX 75080 
214/680-2060; fax: 214/424-9033 
Fontastic Plus 
Fontographer 

America Online 
8619 Westwood Center Dr 
Vienna VA 22182 
800/227-6364 x5257 
information service 

AntiToxin / Mainstay 

Apache Sfr/Hre/ Silicon Beach 
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AppleCare (extended service 
contract) / Apple Computer 

Apple Computer 
20525 Mariani Av 
Cupertino CA 9501 4 
408/996-1010 
ADB cables, keyboards and 
mouse 

AppleCare (extended service 
contract) 

AppleLink 

AppleShare 

AppleTalk 

Backgrounder (print spooler) 
bit-mapped fonts 
(Chicago, Geneva, etc.) 
CD-ROM drive 
Desktop Manager 
Easy Access 
Ethernet cards 
File Exchange Software 
FindFile DA 

Home Position Switch Kit 

HyperCard 

ImageWriters 

InterPol 

Key Caps DA 

LaserWriters 

LocalTalk 

Macintalk 

Macintosh computers 
MacroMaker 

Mini System Setup Folder 
monitors 

outline fonts (Times, Helvetica, 
Courier, Symbol) 
PrintMonitor 
QuickDraw 
ResEdit 



scanner 
Scrapbook DA 
SCSI 

SuperDrive (FDHD) 
toner cartridges 
TrueType 
VirusRx 

AppleLink/ Apple Computer 

AppleShare / Apple Computer 

AppleTalk/ Apple Computer 

APS /see Alliance Peripheral Sys. 

Arborworks 
431 Virginia Av 
Ann Arbor Ml 48103 
800/346-6980; 31 3/747-7087; 
fax: 313/747-8775 
SCSI Tools 

ArchiCAD/ Graphisoft 

Arkanoid/ Discovery Software 

Art & Technology of Typography, 
The/Compugraphic 

Artext Electronic Publishing 
1 24 O'Connor St, #500 
Ottawa, Ontario, Canada 
K1P5M9 
INITinfo 

Art/sto+Z Taylor, Tom 
Artworx 

1844 Penfield Rd 
Penfield NY 14526 
800/828-6573; 716/385-6120 
Bridge 
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Asante Technologies 
1 050 E Duante Av, #C 
Suynnyvale CA 94086 
408/736-3360 
Ethernet cards 

Ashton-Tate 
20101 Hamilton Av 
Torrance CA 90502 
21 3/329-8000 
tech support: 21 3/329-0086 
Full Impact 
FullPaint 

FullWrite Professional 

Automation Group 
340 Townsend St, #432 
San Francisco CA 941 07 
415/777-9167 

HyperCard stack development 

AutoSave/ Magic Software 

Avery International 
Consumer Products Division 
Azusa CA 91702 
labels for printers and disks 

Backgrounder (print spooler) / 
Apple Computer 

Berkeley Systems 
1 700 Shattuck Av 
Berkeley CA 94709 
41 5/540-5535 
Stepping Out 

Bernoulli cfr/ves/ Iomega 

BigCapsI Dubl-Click Software 



Bitstream 
Athenaeum House 
21 5 First St 

Cambridge MA 021 42 
800/522-3668; 617/497-6222 
PostScript fonts 

BIX Information Service / BYTE 

Blackout / Mark 3 Software 

Blind Watchmaker, The / 

Norton, W.W. 

Blue Cloud Software 
(Ken McLoud) 

Scroll Limit (freeware) 

Blyth Software 
1065 E Hillsdale Blvd, #300 
Foster City CA 94404 
800/843-8615 (CA; 800/223- 
8050); 415/571-0222 
Omnis 

BMUG 

1442 A Walnut St, #62 
Berkeley CA 94709 
help line: 41 5/849-HELP; BBS; 
415/549-BMUG; recording: 
415/849-91 14; office: 415/ 
849-9114; fax: 415/849-9026 
BMUG on HyperCard 
public-domain and shareware 
disks 

Bond, Bill 

1 2950 Walnut Way Terrace 
St. Louis MO 63146 
FreeTerm 
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Boston Computer Society 
48 Grove St 
Somerville MA 02144 
617/625-7080 
The Active Window 
Macintosh SIG 

Bradley, Michael (technical writer) 
3825 14th Av 
Oakland CA 94602 
415/482-2862 

Bravo Technologies 
Box 1 0078 
Berkeley CA 94709 
415/841-8552 
MacCalc 

Bridge / Artworx 

Broadcast/ Lindenberg, Joachim 

Brederbund 
17 Paul Dr 
San Rafael CA 94903 
800/521 -6263; 41 5/492-3200 
Electronic Whole Earth Catalog 
Jam Session 
The Manhole 
TypeStyler 
Star Wars 

Where in Europe Is Carmen 
Sandiego? 

Brown, Byron (page layout) 

Macaw 

5809 Ayala 

Oakland CA 94609 

415/652-1243 



Bryan, Steve 
529 S 7th St, #625 
Minneapolis MN 55415 
INIT & INIT Manager 

Byte Magazine / BIX 

Calculator Construction Set/ 
Dubl-Click Software 

Calendar DA / Mosaic Codes 
(David Ostler) 

Cambridge North America 
424 Cumberland Av 
Portland ME 04101 
207/761-3700 
Z88 (laptop computer) 

Canned Art: Clip Art for the 
Macintosh / Peachpit Press 

Canon USA 
One Canon Plaza 
Lake Success NY 1 1 042 
516/488-6700 
SX and CX marking engines 

Capture/ Mainstay 

Carina Software 
830 Williams St 
San Leandro CA 94577 
415/352-7328 
Voyager 

Casady & Greene 
Box 223779 
Carmel CA 93922 
ordering: 800/359-4920; 408/ 
624-8716; fax: 408/624-7865 
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Fluent Fonts (bit-mapped) 
Fluent Laser Fonts 
QuickDex 

Cayman Systems 
26 Landsdowne St 
Cambridge MA 021 39 
617/494-1999 
Ethernet cards 

CDC Wren / Control Data, APS 

CE Software 
1854 Fuller Rd 
Des Moines lA 50265 
515/224-1995 
Aask 

DialogKeys 

Disktop 

HeapFixer 

LaserStatus 

MockWrite 

QuicKeys 

QuickMail 

Vaccine 

Widgets 

Century Software 
2306 Cotner Av 
Los Angeles CA 90064 
714/829-4436 
LaserFonts 

Start-Up On & Start-Up Off 

CH Products 
970 Park Center Dr 
Vista CA 92083 
800/624-5804; 619/598-251 8 
RollerMouse 

CheckNet! Farallon Computing 



Christenson, Steve 
Donations to: 

Stanford Children's Hospital 
520 Sand Hill Rd 
Palo Alto CA 94304 
SuperClock 

Claris 

5201 Patrick Henry Dr 
Box 581 68 

Santa Clara CA 95052 
US upgrades: 800/544-8554; US 
dealers; 800/334-3535; 
customer relations: 408/727- 
8227; tech support: 408/727- 
9054; 

Claris CAD 
FileMaker Pro 
MacDraw 
MacPaint 
MacProject 
MacWrite 
Public Folder 
Smart Forms 

Clarity/ Mark 3 Software 

Clear Lake Research 
5615 Morningside, #127 
Houston TX 77005 
71 3/523-7842 
Hyper Arrays 

ClickArt (bitmap images) / 
T/Maker 

ClickPaste / MainStay 
C/ipOuf/ T/Maker 
Clipper, The / Solutions 
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Coastal Associates Publishing 
301 Howard St 
San Francisco CA 941 05 
415/243-3500 
MacWeek 

Cobb Group, The 
Box 35160 
Louisville KY 40232 
800/223-8720; 502/491-1900 
Excellence 

The Word 4 Companion 

Coleman, Dale 

(writer and consultant) 

630 Grand View, #108 
San Francisco CA 94114 

Color Test Pattern Generator/ 
Pina, Larry 

Colour Billiards/ SoftStream 

Complete Delete / MicroCom 

Complete Undelete / MicroCom 

Compugraphic Type Division 
AGFA 

90 Industrial Way 
Wilmington MA 01 887 
800/424-8973; 508/658-5600 
Art & Technology of Typography 
outline fonts 

CompuNet / Jhmar USA 
CompuServe 

5000 Arlington Centre Blvd 
Columbus OH 43220 
800/848-8199; 614/457-0802 
E-Mail 
Navigator 



Computer Care 
Ford Center, #1180 
420 N 5th St 
Minneapolis MN 55401 
800/950-2273; 612/371-0061 
upgrade kits 

Computer Cord Keeper / 

Computer Covers Unlimited 

Computer Covers Unlimited 
7969 Engineer Rd, #104 
San Diego CA 921 1 1 
800/ PC COVERS; 619/277-0622 
Computer Cord Keeper 
screen filters 
keyboard protector 
Nycov dust covers 

Comstock 
30 Irving Pi 
New York NY 10003 
212/353-8686 
photos in TIFF format 

ConcertWare P/as / Great Wave 
Software 

Connect 
10161 BubbRd 
Cupertino CA 95014 
800/262-2638; 408/973-01 1 0 
MacNet 

Connectix 
125 Constitution Dr 
Menlo Park CA 94025 
800/950-5880; 415/324-0727 
Virtual 2.0 
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Consolidated Printers 
2630 8th St 
Berkeley CA 94710 
415/843-8524 
contact: Michelle Selby 

Control Data 
2992 E La Palma, #D 
Anaheim CA 92806 
714/630-4633 
CDC Wren hard disk 
mechanisms 

CrystalPaint / 

Great Wave Software 

Cultural Resources 
7 Little Falls Way 
Scotch Plain NJ 07076 
201/232-4333 
Culture 1.0 

Culture T.O/ Cultural Resources 

Curator, The / Solutions 

Custom Memory Systems 
826 N Hillview Dr 
Milpitas CA 95035 
SyQuest drives 

Dark Castle/ Silicon Beach 

DAtabase / Preferred Publishers 

DataDesk International 
9314 Eton Av 
Chatsworth CA 9331 1 
800/592-9602 (CA: 800/826- 
5398) 

HyperDialer 
MAC- 101 keyboard 



DataFrame hard disks/ 
SuperMac 

DataPak drives/ Mass 
Microsystems 

Dataviz 

35 Corporate Dr 
Trumbull CT 06611 
203/268-0030 
MacLinkPlus 

Dayna Communications 
50 S Main St, 5th Fl 
Salt Lake City UT 841 44 
800/531-0600; 801/531-0203; 
fax: 801/359-9135 
DaynaTalk 

DaynaTalk / Dayna 
Communications 

Daystar Software 
5906 NW Walnut Creek Dr 
Kansas City MO 641 52 
816/741-4310 
Fast Cache 

DefaultFont / Dubl-Click 
Software 

DeltaPoint 

200 Heritage Harbor, #G 
Monterey CA 93940 
800/367-4334; 408/648-4000 
MindWrite 

Deluxe Music Construction Set/ 
Electronic Arts 
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Deneba Systems 
3305 NW 74th Av 
Miami FL 33122 
800/622-6827; 305/594-6965 
Spelling Coach 
Spelling Coach Professional 

DesignStudio / Letraset USA 

DeskJet P/us / Hewlett-Packard 

Desktop Express/ Dow Jones 

Desktop Manager/ Apple 
Computer 

DeskWriter/ Hewlett-Packard 

DialogKeys/ CE Software 

Diconix printers/ Eastman 
Kodak 

Digital Darkroom/ Silicon Beach 

Digit-Art / Image Club Graphics 

Dinosaur Discovery Kit/ 

First Byte 

Discovery Software 
163 Conduit St 
Annapolis MD 21401 
301/268-9877 
Arkanoid 

Disinfectant / Norstad, John 
DisKeeper/ Geagan, J. 
DiskExpress / Alsoft 
Dis/rToo/s/ Electronic Arts 
Disktop / CE Software 



DMP-130 (printer )/ Radio Shack 

Double Helix / Odesta 

Dove Computer 
1 200 N 23rd St 
Wilmington NC 28405 
800/622-7627; 91 9/763-791 8 
acclerator cards 
Ethernet cards 
fax modem 
memory upgrades 

Dow Jones 
Box 300 

Princeton NJ 08543 
609/452-7040 
Desktop Express 

Dubl-Click Software 
9316 Deering Av 
Chatsworth CA 91 31 1 
818/700-9525; fax: 818/700-9727 
Big Caps 

Calculator Construction Set 
Default Font 
Font Charter 
Menu Fonts 
Utility City (font) 

WetPaint (clip art) 

World Class Fonts 

Dynodex/ Portfolio Systems 

Eastman Kodak 
Box 3527 

Mission Viejo CA 92690 
Diconix printers 

Easy Access / Apple Computer 
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Ehman Engineering 
97 S Red Willow Rd 
80x2126 

Evanston WY 82931 
800/257-1666; 307/789-3830; 
fax: 307/789-4656 
hard disks 

'88 Vote, r/ie/ Optical Data 

Electronic Arts 
1 820 Gateway Dr 
San Mateo CA 94404 
800/245-4525; 415/571-7171 
Deluxe Music Construction Kit 
DiskTools 
Thunder 

Electronic Publishing & Printing / 
Maclean Hunter Publishing 

Electronic Whole Earth Catalog I 
Broderbund 

E-Machines 
9305 SW Gemini Dr 
Beaverton OR 97005 
503/646-6699; fax: 503/641-0946 
monitors 

fmpoiver/ Magna 

Epson printers/ Seiko Epson 

Eradicate'Em / P\atl, Dave 

Ergonomic Computer Products 
(Mike Skaar) 

1753 Greenwich St 
San Francisco CA 941 23 
415/ 673-5757 
ergonomic hardware 
screen filters 



Ergotron 

3450 Yankee Dr, #1 00 
Eagan MN 55121 
800/888-8458; 612/452-8135; 
fax: 612/452-8346 
MacTilt 

mouse cleaning kit 
The Muzzle 

EtherGate / Shiva 

Ethernet cards/ Apple Com- 
puter, Asante Technologies, 
Cayman Systems, Dove Com- 
puter, Excelan 

Ettore, Richard 
67, rue de la Limite 
1 970 W. Oppen 
Belgium 
Sound Mover 

Excel/ Microsoft 

Excel consu/fanfs / Sobin, Marty; 
Umlas, Robert 

Excelan 

2180 Fortune Dr 
San Jose CA 951 31 
408/434-2300 
Ethernet cards 

Excellence / Cobb Group, The 

Exodus Software 
8620 Winton Rd, #304 
Cincinnati OH 45231 
513/522-0011 
Retriever 

Exposure / Preferred Publishers 
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Farallon Computing 
2000 Powell St., #600 
Emeryville CA 94608 
415/596-9000 
CheckNet 
MacRecorder 

PhoneNet cables & connectors 

repeaters 

Star Controller 

Timbuktu 

Fast Cache/ Daystar Software 

Fast Forms/ Power Up 

FastPath / Shiva 

Ferret/ Nedry, Larry 

Fiems, Cuy 
Av. Leopold III, 77 
B 1 970 Wezembeek-Oppem 
Belgium 
Tidy It Up! 

Fifth Generation Systems 
10049 N Reiger Rd 
Baton Rouge LA 70809 
800/873-4384; 504/291-7221 
PowerStation 
Pyro 
Suitcase 

File / Microsoft 

File Exchange Software / 

Apple Computer 

FileMaker Pro / Claris 

FindFile DA / Apple Computer 

f/ndsive/// Working Software 



First Byte 

3100 S Harbor Blvd, #150 
Santa Ana CA 92704 
71 3/432-1 740 (outside CA; 800/ 
523-8070); fax: 714/432-7057 
Dinosaur Discovery Kit 

Fluent Fonts / Casady & Greene 

flyback transformer parts kits/ 
Soft Solutions 

Font/D A fuggler / A\soh. 

Font Charter/ Dubl-Click Software 

Font Company, The 
12629 N. Tatum Blvd, #210 
Phoenix AZ 85032 
800/442-FONT; 602/998-9711; 
fax: 602/998-7964 
PostScript fonts 

Fontastic Plus/ Altsys 

FontDisplay/ Shulman, Jeffrey 

Fontographer / Altsys 

fon/5/iare / Olduvai 

FontSizer/ U.S. MicroLabs 

For the Record/ Nolo Press 

4th D/mens/on /Acius 

Fox Software 
134 W So. Boundary 
Perrysburg OH 43551 
41 9/874-01 62; fax: 41 9/894-8678 
FoxBASE 



J^ppendix (B — List of companies and products 99S 



FreeHand/ Aldus 

Freerer/n / Bond, Bill 

Full Impact/ Ashton-Tate 

Fu//Pa/nf / Ashton-Tate 

FullWrite Professional / 
Ashton-Tate 

CDT Softworks 
4664 Lougheed Hwy, #1 88 
Burnaby BC Canada V5C 6B7 
800/663-6222 
JetLink Express 
PrintLink Collection 

Ceagan, J. 

7-H Laurel Hill Rd 
Greenbelt MD 20070 
DisKeeper 

General Computer 
580 Winter St 
Waltham MA 02154 
61 7/890-0880 
hard disks 
laser printers 

CO/er / Microlytics 

Goldstein & Blair 
Box 7635 

Berkeley CA 94707 
41 5/524-4000; fax; 415/524-41 85 

Graphisoft 

400 Oyster Point Blvd, #51 7-A 
South San Francisco CA 94080 
800/344-3468, 415/266-8720 
ArchiCAD 



Great Gantt! / Varcon Systems 

Great Wave Software 
5353 Scotts Valley Dr 
Scotts Valley CA 95066 
408/438-1990 
ConcertWare 
Crystal Paint 
KidsTime 

Hammermill Paper 
1540 East Lake Rd 
Erie PA 1 6533 
814/456-8811 
paper for laser printes 

Flayes Microcomputer Products 
705 Westech Dr 
Norcross GA 30092 
404/449-8791 ; 404/441-1 61 7 
InterBridge 
modems 

Headmaster / Prentke Romich 

Heap Fixer/ CE Software 

Hewlett-Packard 
19310 Pruneridge Av 
Cupertino CA 95014 
800/752-0900 
DeskJet Plus 
DeskWriter 
LaserJet cartridge 

Hidden Agenda / Spinnaker 

(previously from Springboard) 

Home Position Switch Kit/ 

Apple Computer 
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Human Interface Guidelines / 
Addison-Wesley 

HyperArrays / Clear Lake 
Research 

HyperCard/ Apple Computer 

HyperCard stack development / 
Automation Group, 
HyperMedia Group 

Hyper DA / Symmetry 

HyperDialer / Data Desk 
International 

HyperMedia Group 
5900 Hollis St, #0 
Emeryville CA 94608 
415/601-0900 

HyperCard stack development 

Icom Simulations 
648 S Wheeling Rd 
Wheeling IL 60090 
800/877-ICOM; 708/520-4440 
On Cue 

/con-/f// Tactic Software 

Igra, Mark 
1588 Henry St, #2 
Berkeley CA 94709 
QuickFolder 

Illustrator / Adobe Systems 

Image Club Graphics 

1902-1 1th St SE, #5 

Calgary, Alberta, Canada T2G 3G2 



800/661-9410; 403/262-8008 
Digit-Art 

photos in TIFF format 
PostScript fonts 

Images with Impact / 3G 
Graphics 

ImageWriter/ Apple Computer 

Imaging Products 
12696 Rockhaven Rd 
Chesterland OH 44026 
216/285-2813 
labels for laser printes 
paper for laser printes 
transparency film for laser 
printers 

Individual Software 
1 25 Shoreway Rd, #3009 
San Carlos CA 94070 
tech support: 800/331-3313; 
415/595-8855 
101 Macros for Excel 
101 Scripts & Buttons For 
HyperCard 

Informix Software 
1601 1 College Blvd 
Lenexa KS 66219 
800/438-7627; 913/599-7100 
Wingz 

Infosphere 

4730 SW Macadam Av 
Portland OR 97201 
800/445-7085 
Liaison 
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In-House Software 
170-J Brisco Rd 
Arroyo Grande CA 93420 
805/481-7822 
In-House Accountant 

INIT & INIT Manager / 

Bryan, Steve 

Init CDEV I Rotenstein, John 

INITinfo / Artext Electronic 
Publishing 

INITPicker/ Microseeds 
Publishing 

Insignia Solutions 
254 San Geronimo Way 
Sunnyvale CA 94086 
800/848-7677; 408/522-7600 
SoftPC 

Inter Bridge/ Hayes 

Microcomputer Products 

/nferPo// Apple Computer 

Intuit 

Box 3014 

Menlo Park CA 94026 
800/624-8742; 415/322-0573 
Quicken 

Iomega 

1821 W4000S 
Roy UT 84067 

800/456-5522; 801/778-3000 
Bernoulli drives 



ITC (International Typeface 
Corporation) 

2 Hammarskjold Plaza 
New York NY 10017 
212/371-0699 
outline fonts 

Jam Session/ Broderbund 

Japanese clip art/ 

Qualitas Trading 

Jasmine 
1 740 Army St 
San Francisco CA 941 24 
800/347-3228; 41 5/282-1 1 1 1 
hard disks 

JetLink Express / GDT Softworks 

/o/iWnfe/ Widemann, Benoit 

Kensington Microware 
251 ParkAvS 
New York NY 10010 
800/535-4242; 212/475-5200 
cables 
floor stands 
screen filters 
tilt/swivel stands 
trackballs 
TurboMouse 

keyboard protector / Computer 
Covers Unlimited 

Key Caps / Apple Computer 

Key Tronic 
Box 14687 
Spokane WA 99214 
800/262-6006; 509/927-5515 
MacPro keyboard 



99S *Ihe iMIacintosfi (BiBCe. ^ircC ‘Edition 



KidsTime / Great Wave Software 

Koala Technologies 
70 N 2nd St 
San jose CA 951 13 
tech support: 408/287-63 1 1 ; 
408/287-6278 
MacVision 

Koontz, Ty (indexer) 

825 E Pladta del Mirador 
Tucson AZ 8571 8 
602/797-1464 

Kwikee InHouse Pal Potpourri / 
Multi-Ad Services 

Labels / A\/ery International 

LaserJet/ Hewlett-Packard 

iaserOneCopy/ Wolfson, Rich 

LaserStatus / CE Software 

Learning Company, The 
6493 Kaiser Dr 
Fremont CA 94555 
800/852-2255; 415/792-2101 
Reader Rabbit 

Leitch, Jim 
61 Shaughnessy Blvd 
Willowdale, Ontario, Canada 
M2J 1H9 
Address Book 
Set Clock 

Lester (cordless mouse)/ 
Lightwave Technologies 



Letraset USA 
40 Eisenhower Dr 
Paramus, NJ 07653 
800/343-8973; 201/845-6100 
DesignStudio 
Ready, Set, Go! 

LetterPerfect 
6606 Soundview Dr 
Gig Harbor WA 98335 
206/851-5158 
PostScript fonts 

Letter Writer Plus/ Power Up 

Levco 

6181 Cornerstone Ct E, #101 
San Diego CA92121 
619/457-2011; fax: 619/457-2325 
Monster Mac 

Liaison/ Infosphere 

Liberty Systems 
122 Saratoga Av, #16 
Santa Clara CA 95051 
408/983-1 1 27 
hard disks 

Lightwave Technologies 
Box 599 

Mundelein IL 60060 
708/362-6555; fax: 708/81 6-1 1 89 
Lester (cordless mouse) 

Lindenberg, Joachim 
Sommerstrasse 4 

7500 Karlsruhe 1, West Germany 
AppleLink GER.XSE0010 
Broadcast 



Linear B / Palmer, Gary 
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Linotronic 100, 300, 500 1 
Linotype 

Linotype 
425 Oser Av 
Hauppauge NY 1 1 788 
800/633-1900; 516/434-2000 
Linotronic 100, 300, 500 

Little Mac Book! Peachpit Press 

Loca/Ta/ilr/ Apple Computer 

Long, William 
Digital Microware 
Box 3527 

Mission Viejo CA 92690 
SCSI Evaluator 

Looking Good in Print/ 

Ventana Press 

Lookup / Working Software 

Lotus Development 
55 Cambridge Pkwy 
Cambridge MA 02142 
617/577-8500 
Lotus Express 

Lotus Express/ Lotus 
Development 

L-View Display System / 

Sigma Designs 

MacArtist 
Box 1 0072 

Costa Mesa CA 93627 
MacArtist 

MacBak AR / A\C 



MacCable line / Monster Cable 

MacCaic/ Bravo Technologies 

MacCalligrapby / Qualitas Trading 

MacConnection 
14 Mill St 

Marlowe NH 03456 
800/334-4444; fax: 603/4467791 

MacDraw / Claris 

Macgard / Systems Control 

MacGuide Report 
444 1 7th St, #200 
Denver CO 80202 
800/873-1454 

MacinStor hard disks/ Storage 
Dimensions 

Macintalk/ Apple Computer 

MacInTax / Softview 

Macintosh Buyer's Guide / 
Redgate Communications 

Macintosh computers / 

Apple Computer llf you need this 
entry, you're in serious trouble. — AN] 

Macintosh Font Book, The / 
Peachpit Press 

Macintosh Repair & Upgrade 
Secrets / P\na, Larry 

Macintosh Video News 
215 Union Blvd, #401 
Lakewood CO 80228 
303/988-0102 
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MacInUse / Soft view 

The Mac Is Not a Typewriter / 
Peachpit Press 

MacLean Hunter Publishing 
29 N Wacker Dr 
Chicago II 60606 
312/726-2802 

Electronic Publishing & Printing 

MacLinkPlus / Dataviz 

A4ac*A<an/ SoftSlream 

Mac/S/ef / Connect 

MAC-101 Keyboard/ 

DataDesk International 

MacPa/nf/ Claris 

MacPro Keyboard/ Key Tronic 

MacProducts USA 
8303 MoPac Expwy, #21 8 
Austin TX 78759 
800/622-3475; 512/343-9441; 
fax: 512/343-6141 
Magic drives 

MacProject / Claris 

MacRecorder / Farallon 
Computing 

MacroMaker/ Apple Computer 

MacTable / ScanCo 

MacTilt/ Ergotron 

Mac 286 (NuBus card) / 

Orange Micro 



Mac t/ser/ Ziff-Davis Publishing 

Mac V/s/on / Koala Technologies 

MacWEEK / Coas\a\ Associates 
Publishing 

Macworld 

502 Second St, 5th FI 
San Francisco CA 94107 
415/243-0505 

MacWir/fe/ Claris 

Magic drives / MacProducts USA 

Magic Software 
2206 Franklin St 
Bellevue NE 68005 
800/342-6243; 402/291-0670 
AutoSave 

Magna 

2540 N First St, #302 
San Jose CA 95 1 3 1 
408/433-5467 
Empower 

Magnum Software 
21115 Devonshire St, #337 
Chatsworth CA 91 31 1 
818/700-0510 
McPic 

MaiV/ Microsoft 

Mainstay 
531 1-B Derry Av 
Agoura Hills CA 91 301 
818/991-6540 
AntiToxin 
Capture 
ClickPaste 
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Maitreya Design 
Box 1 480 
ColetaCA93116 
miniWRITER 

Makeover Book, The / 

Ventana Press 

Managing Your Money I 
MECA Ventures 

ManHole, The/ Broderbund 

Mark 3 Software 
29 Grey Rocks Rd 
Wilton CT 06897 
Blackout 
Clarity 
To Do! 

Mass Microsystems 
810 W Maude Av 
Sunnyvale CA 94086 
800/522-7979; 408/522-1 200; 
fax: 408/733-5499 
DataPak drives 
SyQuest Cartridges 

MCI Mail 

1150 17th St NW, #800 
Washington DC 20036 
800/444-6245; 202/833-8484 

yVlcF/c/ Magnum Software 

MECA Ventures 
327 Riverside Av, Bldg D 
Westport CT 06880 
203/226-2400 
Managing Your Money 



MECC 

3490 Lexington Av N 
St Paul MN 55126-8097 
800/228-3504; 612/481-3500 
Number Munchers 
Word Munchers 

MegaCraphics 
439 Calle San Pablo 
Camarillo CA 93012 
800/ITS-MEGA; 805/484-3799; 
fax: 805/484-5870 
monitors 

MenuFonts / Dubl-Click Software 

MicroCOM Software Division 
Box 51816 
Durham NC 2771 7 
919/490-1277 
Complete Delete 
Complete Undelete 

Microlytics 

2 Tobey Village Office Pk 
Pittsford NY 14534 
800/828-6293; 716/248-9150 
Gofer 

Word Finder 

Microphone / Software Ventures 
Microseeds 

7030 B West Hillsborough Av 
Tampa FL 33634 
81 3/882-8635 
INITPicker 
Redux 

Screen Gems 
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Microsoft 
1 Microsoft Way 
Redmond WA 98052 
800/426-9400; 206/882-8080, - 
8088 
Excel 
File 
Mail 

QuickBASIC 

Word 

Works 

Write 

MicroTech 
158 Commerce St 
East Haven CT 0651 2 
800/626-4276; 203/468-6223 
Ricoh removable hard disk 
drives 

SyQuest removable hard disk 
drives 

Micro world 
1514 University Av 
Berkeley CA 94703 
415/845-2000 
Z88 (laptop computer) 

MindWrite/ DeltaPoint 

Mini System Setup Folder/ 
Apple Computer 

MiniWRITER/ Maitreya Design 

Mobius Technologies 
5835 Doyle St 
Emeryville CA 94608 
800/669-0556; 415/654-0556; 
fax: 415/654-2834 
monitors 
SE Silencer (fan) 



MockWrite / CE Softw^are 

Mol^, Chris (page layout) 
415/284-4255 

Moniterm 

5740 Green Circle Dr 
Minnetonka MN 55343 
612/935-4151 
Viking monitors 

Monster Cable 
274 Wallis Way 
San Francisco CA 94080 
415/871-6000 
cables 

Monster Mac / Levco 

More / Symantec 

Mosaic Codes (David Oster) 
2140 Shattuck, #2036 
Berkeley CA 94704 
41 5/540-8077 
Calendar DA 

mouse cleaning kit/ Ergotron 

Afousefase/Teclind Design 

Multi-Ad Services 
1720 W Detweiller Dr 
Peoria IL 61 61 5 
309/692-1530 

Kwikee InHouse Pal Potpourri 
ProArt 

Multi Fi nder / Apple Computer 

Music Mouse / Aesthetic 
Engineering 
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Muzzle, The / Ergotron 

NABVICU 
Box 1352 

Roseville CA 95661 
voice: 916/783-0364 
modem: 91 6/786-3923 

National Tele-Press 
Box 79 

Mendocino CA 95460 
800/448-0988; 707/937-2848 
SuperMOM 

Nawgator/ CompuServe 

NetBridge / Shiva 

NetModem / Shiva 

NetSerial / Shiva 

New Horizons Software 
206 Wild Basin Rd 
Austin TX 78746 
512/328-6650 
WordMaker 

Nisus/ Paragon Concepts 

Nolo Press 
950 Parker St 
Berkeley CA 94710 
415/549-1976 
For the Record 
WillMaker 

NoRad 
1549 11th St 
Santa Monica CA 90401 
21 3/395-0800 



Norstad, John 
Academic Computing and 
Network Service 
Northwestern University 
2129 Sheridan Rd 
Evanston IL 60208 
Disinfectant 

Norton, W.W. 

500 Fifth Av 
New York NY 10110 
The Blind Watchmaker 

Number Munchers / MECC 

NuvoTech 

2015 Bridgeway, #204 
Sausalito CA 94965 
800/232-9922; 415/331-7815 
TurboStar 

Nycov covers / Computer Covers 
Unlimited 

Odesta 

4084 Commercial Av 
Northbrook IL 60062 
800/323-5423; 708/498-561 5 
Double Helix 

Olduvai 

7520 Red Rd, #A 
South Miami FL 33143 
800/822-0772; 305/665-4665 
FontShare 

Omnis I Blyth Software 

On Cue / Icom Simulations 

101 Macros for Excel / Individual 
Software 
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101 Scripts & Buttons for Hyper- 
Card/ Individual Software 

Optical Data 
30 Technology Dr 
Warren NJ 07059 
800/524-2481; 908/668-0022 
The '88 Vote 

Orange Micro 
1 400 N Lakeview Av 
Anaheim CA 92807 
714/779-2772; fax: 714/779- 
9332, -9978 
Mac 286 NuBus card 

Page Studio Graphics 
3175 N Price Rd, #1050 
Chandler AZ 85224 
602/839-2763 
PIXymbols Fonts 

PageMaker / Aldus 

Page Works 
Box 14493 
Chicago II 60614 
312/348-1200; fax: 312/404-0717 
The Page 

Palmer, Cary 

Center for Computing Applications 
Humanities Dept 
University of Nevada 
Las Vegas NV 89154 
702/739-301 1 
Linear B 



Panorama / Pro VUE 

Paragon Concepts 
990 Highland Dr, #312 
Solana Beach CA 92075 
619/481-1477 
Nisus 

Peachpit Press 
1085 Keith Av 
Berkeley CA 94708 
800/283-9444; 415/527-8555 
Canned Art: 

The Little Mac Book 
The Macintosh Font Book 
The Mac Is Not a Typewriter 

Peripheral Land 
47421 Bayside Pkwy 
Fremont CA 94538 
800/288-8754; 800/657-221 1 
Syquest removable hard drives 

Personal Laser Printer/ 

General Computer 

Personal Press / 

Silicon Beach Software 

Personal Publishing 
25W550 Geneva Rd 
(that's not a typo: 25W550) 
Wheaton IL 601 88 
708/665-1000 
Personal Publishing 

PhoneNET cables & connectors! 
Farallon Computing 
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Pina, Larry (author and consultant) 
47 Meadow Rd 
Westport MA 02790 
Color Test Pattern Generator 
Macintosh Repair & Upgrade 
Secrets 

Pivot monitor ! Radius 

PIXymbols fonts/ Page Studio 
Graphics 

Platt, Dave 
Eradicate' Em 

Playroom, The/ Prolog Software 

PMMU Chip / Connectix 

Polic, Robert 
SCSI Probe 

Portfolio Systems 
158 Flushing Av 
Brooklyn NY 1 1 205 
800/729-3966; 718/935-9501 
Dynodex 

PowerSfat/on/ Fifth Generation 
Systems 

Power Up 
2929 Campus Dr 
Box 7600 

San Mateo CA 94403 
415/345-5900 
Address Book Plus 
Fast Forms 
Letter Writer Plus 



Preferred Publishers 
1770 Moriah Woods Blvd, #14 
Memphis TN 38117 
800/829-3383 (sales only) 
901/683-3383 
DAtabase 
Exposure 

PrintLink Collection / GDT 
Softworks 

PrintMonitor / Apple Computer 

Prodigy Services 
445 Hamilton Av 
White Plains NY 10601 
800/222-6922 x205 
information service 

Prograph / JGS Systems 

Prolog Software 
Box 1 446 

Henderson TX 75653 
214/657-7394 
The Playroom 

ProVUE 

15180 Transistor Ln 
Huntington Beach CA 92649 
714/892-8199; fax: 714/893-4899 
Panorama 

Public fo/der/ Claris 
Publish /f// Timeworks 
Pyro /Fifth Generation Systems 



1006 The fMacintosh ‘BiBte, Uiird 'Edition 



Qualitas Trading (Enzan-Hoshigumi) 
6907 Norfolk Rd 
Berkeley CA 94705 
41 5/848-8080 
Japanese clip art 
MacCalligraphy 

Quark 

300 S Jackson, #1 00 
Denver CO 80209 
800/356-9363; 303/934-221 1 , -0784 
QuarkXPress 

QuickBASIC / Microsoft 

QuickDex / Casady & Greene 

QuickDraw/ Apple Computer 

Quicken / Intuit 

QuicKeys /CE Software 

QuickFolder/ Igra, Mark 

QuickMail / CE Software 

Quote //w7/ Stein, Lincoln D. 

Radio Shack 
Box 1052 

Ft. Worth TX 76101 
817/390-3011 
DMP-1 30 printer 

Radius 

1710 Fortune Dr 
San Jose CA 95131 
408/434-1010; fax: 408/434-0127 
accelerator boards 
monitors 



Rae Productions International 
Box 647 

Gales Ferry CT 06335 
The Weigand Report 

RasterOps 
2500 Walsh Av 
Santa Clara CA 95051 
800/468-7600; 408/562-4200 
monitors 

Reader Rabbit / The Learning Co. 

/?eacfy,5et,Co// Letraset USA 

Redgate Communications 
660 Beachland Blvd 
Vero Beach FL 32963 
407/231-6904 
Macintosh Buyer's Guide 

Redux / Mlcroseeds Publishing 

removable hard disks / Sy quest 

repeaters / EaraWon Computing, 
TOPS/Sitka 

ResfcfiT/ Apple Computer 

Retriever/ Exodus Software 

Return to Dark Castle / 

Silicon Beach 

Ricoh removable hard disk 
drives / MicroTech 

Rodime 

851 Broken Sound Pkwy 
Boca Raton FL 33487 
407/994-5585 
hard disk drive mechanisms 
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RollerMouse / CH Products 

Rotenstein, John 
Box 1 65 

Double Bay, NSW, 2028 Australia 
InitCDEV 

f?-Server / Solana Electronics 

SAM /Symantec 

ScanCo (Scandinavian Computer 
Furniture Company) 

Box 3217 

Redmond WA 98073 
800/722-6263; 206/481-5434 
MacTable 

Schwartz, Steven 

(writer and consultant) 

876 Paso 

Lake Havasu City AZ 86403 
602/453-1921 

Scrapbook/ Apple Computer 

Screen Gems/ Microseeds 

screen filters / Computer Covers 
Unlimited, Ergonomic 
Computer Products, 
Kensington Microware 

Scroll Limit/ Blue Cloud 
Software 

SCSI Evaluator/ Long, William 
SCSI Probe / PoWc, Robert 
SCSI Tools/ Arhorworks 



Seiko Epson /Epson America 
2780 Lomita Blvd 
Torrance CA 90505 
213/534-4234 
marketing: 213/539-9140 
Epson printers 
Seikosha SP-1000AP 

Seikosha SP-1000AP / Epson 
America 

Selby, Michelle / 

see Consolidated Printers 

SE silencer / Mobius Technologies 

Set Clock/ Leitch, Jim 

SefPaf/i5/ Snively, Paul 

SF Scroll Init / Hertzfeld, Andy 

Shiva 

One Cambridge Center 
Cambridge MA 021 41 
617/864-8500 
EtherGate 
FastPath 
NetBridge 
NetModem 
NetSerial 

Shopkeeper Software 
Box 38160 
Tallahassee Fl 32315 
904/222-8808 
ShopKeeper-4 

Shortcut/ Aladdin Systems 
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Shulman, Jeffrey 
Box 1218 

Morgantown WV 26504-1218 
304/598-2090 
FontDisplay 
Virus Detective 

Sigma Designs 
46501 Landing Pkwy 
Fremont CA 94538 
41 5/770-01 00 
L-View Display System 

Silicon Beach Software 
9770 Carrol Center Rd, #J 
San Diego CA 92126 
619/695-6956; fax: 619/695-7902 
Airborne 
Apache Strike 
Dark Castle 
Digital Darkroom 
Personal Press 
Return to Dark Castle 
SuperCard 
SuperPaint 

SmartArt / Adobe Systems 

Smart Forms / Claris 

SmartKey / Wo\ask\, Maurice 

SmartScrap / Solutions 

Snivel y, Paul 
1035 Aster Av, #2174-H 
Sunnyvale CA 94086 
SetPaths 

Sobin, Marty (Excel consultant) 

91 Fox Hollow Road 
Sparta NJ 0787 
201/729-9492 



SoftPC/ Insignia Solutions 

Soft Solutions 
907 River Rd, #98 
Eugene OR 97404 
503/461-1136; fax: 503/461-2005 
flyback-transformer parts kit 

SoftStream 
19 White Chapel Dr 
Mt Laurel NJ 08054 
800/262-6610; 609/866-1 1 87 
Colour Billiards 
Mac Man 

Softview 

1721 Pacific Av, #100 
Oxnard CA 93033 
800/622-6829; 805/388-5000 
MacInTax 
MacInUse 

Software Ventures 
2907 Claremont Av, #220 
Berkeley CA 94705 
41 5/644-3232, -9275 
CA: 800/336-3478 
Microphone 

Solana Electronics 
4907 Morena Blvd 
San Diego CA92117 
619/573-0800 
R-Server 

Solutions 
Box 783 

Williston VT 05495 
802/865-9220 
The Clipper 
The Curator 
Smart Scrap 
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5ounrfA^asfer/Tomlin, Bruce 

Sound Mover I Ettore, Richard 

Spectrum HoloByte 
2061 Challenger Dr 
Alameda CA 94501 
415/522-1164 
Tetris 

Spelling Coach Professional / 
Deneba Systems 

Spellswell / Working Software 

Spinnaker Software 
201 Broadway 
Cambridge MA 021 39 
61 7/494-1 200 
800/826-0706 
Hidden Agenda 

(formerly from Springboard) 

springboard Publisher 

Springboard Publisher/ 
Spinnaker Software 

Star Controller/ Farallon 
Computing 

Start-up On & Start-up Off/ 
Century Software 

Star Wars/ Broderbund 

Stein, Lincoln D. 

44 Boynton St, #2 
Jamaica Plain MA 021 30 
Quote Init 



Stepping Out/ Berkeley Systems 

Storage Dimensions 
21 45 Hamilton Av 
San Jose CA 95125 
408/879-0300 
MacinStor hard disks 

StreamLine / Adobe Systems 

Stuffit and Stuffit Pro / Aladdin 

Suitcase / Fifth Generation 

SUM / Symantec 

Sun Microsystems 
950 Marina Village Pkwy 
Alameda CA 94501 
800/445-8677; 415/769-8700 
TOPS 

SuperCard/ Silicon Beach 

SuperClock/ Christenson, Steve 

SuperDrive (FDHD) / 

Apple Computer 

SuperLaserSpool / SuperMac 

SuperMac Technologies 
485 Potrero Av 
Sunnyvale CA 94086 
408/245-2202 

DataFrame hard disks 
SuperLaserSpool 

SupcrMOAf/ National Tele-Press 
SuperPa/n#/ Silicon Beach 
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Symantec 
10201 Torre Av 
Cupertino CA 95014 
408/253-9600 
CA: 800/626-8847 
US: 800/441-7234 
More 
SAM 
SUM 

SyQuest 

47923 Warm Springs Blvd 
Fremont CA 94539 
415/490-7511 

removable hard disk cartridges 
(supplied OEM to the 
following manufacturers, 
who build hard disk drives 
around them: AlC, Custom 
Memory Systems, Mass 
Microsystems, MicroTech, 
Peripheral Land) 

Systems Control 
Box 788-M 
North US #2 
Iron Mountain Ml 49801 
800/451-6866; fax: 906/779-4219 
MacCard 

Tactic Software 
1 1 925 SW 1 28th St 
Miami FL 33186 
305/378-4110 
ArtClips 
ArtFonts 
FontShare 
Icon-lt! 



Taylor, Tom 

3707 Poinciana Dr, #137 
Santa Clara CA 95051 
Aristo+ 

Teclind Design 
250 Cowper St 
Palo Alto CA 94301 
MouseEase 

Tempo / Affinity Microsystems 

Tetr/s/ Spectrum HoloByte 

TGS Systems 
1 1 27 Barrington St, #1 9 
Halifax, Nova Scotia, Canada 
B3H 2P8 

800/565-1978; 902/429-5642 
Prograph 

3G Graphics 

#6155-R, 11410 NE 124th St 
Kirkland WA 98034 
800/456-0234; 206/823-8198 
EPS clip art 

3M 

Bldg 225-35-05, 3M Center 
St. Paul MN 55144 
612/733-1110 
product info: 612/733-5454 
Vacuum 

Thunder/ Electronic Arts 

ThunderScan / Thunderware 

Thunderware 
21 Orinda Way 
Orinda CA 94563 
415/254-6581; fax: 415/254-3047 
ThunderScan 
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Tidy It Up! / Fiems, Guy 

Timbuktu/ Farallon Computing 

Timeworks 
444 Lake Cook Rd 
Deerfield I L 60015 
708/948-9200 
Publish It! 

T/Maker 
1390 Villa St 

Mountain View CA 94041 
415/962-0195 
ClickArt 
WriteNow 

To Do! / Mark 3 Software 

Tomlin, Bruce 
15801 Chase Hill, #109 
San Antonio TX 78256 
Sound Master 

TOPS / Sun Microsystems 

TOPS /Sitka 

950 Marina Village Pkwy 
Alameda CA 94501 
800/445-TOPS; 41 5/769-9669 
repeaters 

Torii, Connie (page layout) 
415/548-5976 

7rac/r6a//s/ Kensington 

TrafficWatch / LanRanger 

Travis, Esther (Macintosh artist) 
2728 Yale St 

Vancouver BC V5K1 C3 Canada 
604/255-4109 



Trimar USA 
236 W 15th St 
New York NY 10011 
800/872-4454; 212/645-7008 
CompuNet 

TrueType / Apple Computer 

TurfcoMouse/ Kensington 

TurboStar/ NuvoTech 

Type Manager/ Adobe 

Type Reunion / Adobe 

TypeStyler/ Broderbund 

Umlas, Robert (Excel consultant) 
424 White Oak Rd 
Palisades NY 10964 
914/359-2150 

U.S. MicroLabs 
1 61 1 Headway Cr, Bldg #3 
Austin TX 78754 
512/339-0001 
FontSizer 

UtilityCityLaser (font)/ 
Dubl-Click Software 

Vaccine/ CE Software 

Vacuum / 3M 

Varcon Systems 
10509 San Diego Mission Rd 
San Diego CA 92108 
619/563-6700 
Great Gantt! 
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Vari typer 
1 1 Mt. Pleasant Av 
East Hanover NJ 07936 
201/887-8000 
Varityper 

Ventana Press 
Box 2468 

Chapel Hill NC 27515 
919/942-0220 
Looking Good in Print 

Verbum 

Box 1 5439 

San Diego CA 92115 

619/233-9977; fax: 619/233-9976 

Viking monitors / Monherm 

Virtual 2.0! Connectix 

Virus Detective / Shu I man, 

Jeffrey 

VirusRx / Apple Computer 

Volaski, Maurice 
29 Callodine Av 
Amherst NY 14226-3125 
41 7/838-6663 
SmartKeys 

Voyager/ Carina Software 

Weigand Report, The / Rae 
Productions International 

Weigand, C.f. (writer &consultant) 
Box 647 

Gales Ferry CT 06335 
WetPaint/ Dubl-Click Software 



Where in Europe Is Carmen 
Sandiego?/ Broderbund 

Widemann, Benoit 
68, avenue d'ltalie 
Paris, France 75013 
Joli Write 

Widgets / CE Software 

WillMaker/ Nolo Press 

Wingzl Informix Software 

Wire mesh filters/ NoRad 

Wolfson, Rich 
Montclair State College 
Department of Technology 
Montclair NJ 07043 
201/893-4163 
LaserOneCopy 

Women's Empowerment Project 
41 5/439-0629 
data entry and checking 

Word/ Microsoft 

Word Finder/ Microlytics 

Word 4 Compan/on / Cobb Group 

WordMaker / New Horizons 

Word Munchers/ MECC 

WordPerfect Corp. 

1 555 N Technology Way 
Orem UT 84057 
800/451-5151; 801/225-5000 
Findswell 
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Working Software 
Box 1 844 

Santa Cruz CA 95061 
800/229-9675; 408/423-5696 
Findswell 
Lookup 
Spellswell 

Worilrs/ Microsoft 

World Class Fonts ! Dubl-Click 
Software 

Wren (hard disk mechanisms)/ 
Control Data, APS 




5rcwt tfie ‘Wet'Paint dip art coUeciion. 

Copyright © 1988-89 By 
'Du6C-CCic(iSofin)art Inc. 
Ad rights reserved. 



VVr/fe/ Microsoft 



WriteNow / T/Maker 



Z88 (laptop computer) / 

Cambridge North America; 
Microworld 



Ziff-Davis Publishing 
950 Tower Ln, 18th Fl 
Foster City CA 94404 
415/378-5600 
MacUser 
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Tips for, and features of, specific programs are indexed only under 
the program name. Only the most common Mac-standard commands ( 
rWW for Cut, for example) are listed under the keystrokes that generate 
them. Other commands are simply indexed under their names (as are 
icons and symbols). Entries for margin icons are subdivided by chapters 
(and by sections, where necessary). 

Entries are only capitalized to indicate proper names (or other words 
which are always capitalized). They're alphabetized as if spaces and 
hyphens didn't exist; thus copying comes before copy protection and E- 
mail comes before em dashes. Numbers are alphabetized as if spelled 
out, according to the most common pronunciation (for example, 68020 
is alphabetized as if written sixty-eight oh twenty). 

Page numbers in boldface indicate extended or important discussions 
(including whole sections and chapters on the subjects cited). With a 
few exceptions, items in Appendix A (the glossary). Appendix B (the list 
of companies and products) and the Acknowledgments aren't in- 
dexed. — Ty Koontz/AN 



A 



accent characters, cont'd. 



Aachen (font), 415 
Cuts font and, 429 
illustrated, 415 
Aask, 470 
Abilene (font), 422 
illustrated, 422 



font viewing template for, 363-66, 



910 

foreign, 369 



pictorial characters and, 377 



aborting fsee cancelling) 
About the Finder 



checking amount of memory with, 
186 

illustrated, 187, 188, 329 
with MultiFinder, 329 
System heap information, 1 88 
version information, 318 



in Symbol (font), 403 
in Zapf Dingbats (font), 386-87 
accent grave, 214, 369 
accents, illustrations of, 736 
accessories, miscellaneous hardware 



and, 261-78 

table of contents for chapter, 262 
access time of hard disks, 31 
accounting programs, 877-84 
Acius 



accelerator boards, 85-86, 274 
accent aigu, 369 
accent characters 



accent marks for, 368-69 
BigCaps utility for, 438 



File Force, 634 
4th Dimension, 634-35 
acknowledgments, 1 0-1 2 
Acta, 61 4 

Acta Advantage, 61 4-1 5 
active window, 57 
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Active Window, The, 908 

acute accent, 369 

ADB (see Apple Desktop Bus) 

ADB keyboards, 1 1 5-1 8 
ADB standard described, 116-17 
extended, 115-16 
Extended Keyboard II, 1 1 6 
long cable for, 1 1 8-1 9 
for Mac Portable, 81 
MacPro, 120-21 
for Mac SE, 77 
standard, 1 1 5 
wish-lists for, 117-18 
ADB mouse, 1 21-22 
Addison-Wesley, 68 
Address Book, 505-6, 909 
Address Book Plus, 639-40 
addresses (see ID numbers) 

Addr_list Merger, 506 
Adobe, 244 

(also see PostScript; specific fonts 
and products) 

AFM (Adobe Font Metrics) files, 
457 

ATM (Adobe Type Manager), 206, 
440^2, 443, 448 
Bitstream printer font filenames 
and, 420 

Carta (font), 391-97 
illustrated, 391-97 
illustrations from, 130, 542 
Illustrator, 694-95, 723-25 
outline fonts, 411-16 
Separator, 447 
Type Reunion, 456 
Adobe Font Metrics (AFM), 457 
Adobe Type Manager (see ATM) 
Advanced Information Concepts (see 
AlC) 

AFM (Adobe Font Metrics) files, 457 
After Dark, 499-500 



AlC (Advanced Information Con- 
cepts) 

MacBak AR, 522 
Slimline hard disks, 170 
Airborne, 834 

airport security and floppy disks, 

146 

Aiton, Carol 
about, 20 

contributions by, 1 1 1 -1 2, 71 6-1 8 
mentioned, 768 
Aker, Sharon 
about, 20 
dedication by, 5 
entries by, identifying, 18 
LaserOneCopy by, 802-3 
sending messages to, 784 
sending perfory to, 223 
Alarm Clock, 347-48 
Alaska, illustration of, 733 
Albert, Jessica, 823, 836 
Albertus (font), 430 
illustrated, 430 
Alderman, Eric 
about, 20 

contributions by, 498, 793, 806- 
7, 855, 865-71 
mentioned, 860 
Aldus 

(also see Freehand; PageMaker) 
lack of standardization by, 726 
support from, 751 
alert Ixjxes 

(also see dialog boxes; trouble- 
shooting) 

beginners' guide, 66 
defined, 305 
error codes, 534-35 
messages in, 530 
resource for, 840 
alias icon, 323-24 
all, you can't do it, 26-27 
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Allen, Chris 
about, 20 

contributions by, 1 25, 1 33-34, 
138-39, 145, 148^9, 152, 
153-54,159,165-66,168-71, 
180, 192, 205, 206-7, 227-28, 
233, 471,489-90, 491-92, 
496-97, 497, 500, 505-7, 510- 
11,511-12, 639^0, 777 
Alliance Peripheral Systems (APS), 
32, 1 64 

allocating memory, 186-92 
checking memory amount, 1 86- 
87 

in MultiFinder, 328-29, 330 
out of memory messages, 1 87-88 
RAM cache, 189-90 
RAM disks, 191 
System heap, 1 88 
virtual memory, 1 91 -92 
Alphabet Soup (font) (seeT.H. 

Alphabet Soup) 

Altsys 

FONTastic Plus, 447 
Fontographer, 448 
Amelia (font), 428 
illustrated, 428 
Paddington font and, 424 
American Journal of Epidemiology, 
264 

America Online, 786-87 
angel, illustration of, 68 
Angress, Eric, 809-1 0 
animals, illustrations of, 260, 572, 
733, 734 

animal symbols, 388 
Antique Olive Nord (font), 41 5 
illustrated, 415 

antique telephone, illustration of, 
735 

AntiToxin, 528 

ANTI virus, 527 

antivirus programs, 527-28 



Apache Strike, 835 

apfeaeiip, 1 72 

APC cash drawer, 882 

apostles, illustration of, 732 

apostrophe, right-leaning, 495, 567 

appendices, about, 1 7-1 8 

Apple 

(also see specific Apple products) 
ADB mouse, 1 21-22 
basic Apple utilities (and substi- 
tutes), 479-83, 489 
computer radiation and, 265 
Ethernet cards, 795 
mini-K and, 136 
monitors, 1 1 0 
monitor stand, 129 
RAM cache settings recommended 
by, 1 90 

as trademark, 8 
AppleCare, 267 
AppleCD SC, 271 
Apple Desktop Bus (ADB) 
adding or removing devices, 1 22 
described, 116-17 
keyboards, 77, 81,115-21 
mouse, 121-22 

Apple File Exchange, 805, 810 
AppleLink, 785-86 
AppleLink Personal Edition (see 
America Online) 

# menu 

About the Finder, 1 86, 1 88, 318, 
329 

illustrated, 187, 188, 329 
beginners' guide, 52 
illustrated, 52 

removing DAs temporarily, 334 
System 7 and, 325 
triangle symbol in, 282 
Apple Scanner, 273 
AppleShare 
CD-ROMs on, 272 
Desktop Manager file and, 180 
file servers and, 792 
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# symbol, 372 
AppleTalk, 789 
(also see LocalTalk) 

DeskWriter and, 207 
LaserPrep file and, 226 
Phase 2 of, 792-93 
protocol, 789 
Appleton, Bill, 851 
Apple trademark, 8 
Apple II computers, communicating 
with, 809-1 0 
AppleWorks, 809-1 0 
application heaps, 1 88 
Application Memory Size (Get Info), 
328-29 
illustrated, 329 
applications 

(also see programs; software) 
defined, 281 
miscellaneous, 875-96 
table of contents for chapter, 
876 

startup application, 321-22, 328 
version number convention in this 
book, 1 9 

virus protection for, 529 
application support files, 312 
APS (Alliance Peripheral Systems), 
32, 1 64 

ArchiCad, 697-98 
archival backups, 521 
Arkanoid, 832-33 
Arnold BOcklin (font), 416 
illustrated, 416 
Victorian font and, 426 
arrow keys, 1 1 7, 1 1 8 
deselecting with, 337-38 
symbols for, 284 

arrow symbols, 373, 381-82, 388, 
391, 399 

Art & Technology of Typography, 
The, 367 



art 

(also see graphics) 
line vs. continuous-tone, 257-58 
Art Deco fonts, 428 
Artext, 906 
Artisto+, 497, 910 
Art Nouveau fonts, 41 6, 426 
ArtRoundup, 731 
art tool symbols, 388 
ArtWorx, 829 
Asante, 795 
ascender of font, 352 
font size and, 359 
spaces after italics and, 564-65 
ASCII codes 
chart of, 457-61 

for untypable characters, 373-74 
Ashton-Tate, Full Impact, 662-63 
Asian scenes, illustrations of, 982 
asterisks, fancy, 382 
Atkinson, Bill, 98, 850 
three-finger stretch of, 702-3 
ATM (Adobe Type Manager), 206, 
440^2 

FontSizer vs., 443 
Type 3 fonts and, 448 
Automation Croup, 860 
AutoSave, 46, 1 07, 504-5 
Avery labels, 251 

B 

Babylon, home office in, 435 
Baby Teeth (font), 434 
Bach, J. S., 30 

backbone network configuration, 
791 

Backgrounder 
with Mac Ilex, 217 
need for, or not, 31 3 
printing-in-progress box for, 21 5 
PrintMonitor and, 232 
Backspace key, 1 1 5 



1020 9\{acintosfi (Bi6(e, Third ‘Edition 



Back to Front option, 229 
Back to the Future, ^ 36-37 
backups 
about, 518 
archival, 521 

defragmenting hard disk and, 1 76 
global, 521 

hard disk partitioning and, 1 79 
how many to make, 51 9-20 
incremental, 521 
labeling, 520 
media for, 520-21 
necessity of, 28 
same-disk backups, 51 8-1 9 
SCSI backup devices, 1 55-56 
storing, 519-20 
utilities, 521-22 
what not to back up, 520 
Backup (utility), 512 
bad features (see very bad feature) 
Balloon (font), 423 
illustrated, 423 
balloons, help, 324 
Bamboo (font), 429 
illustrated, 429 
Banco (font), 429 
illustrated, 429 

bands (ImageWriter printing), 220 
Barcelona (font), 423 
illustrated, 423 
bargain (margin icon) 
about, 1 7 

basic Mac hardware, 95, 1 08, 

114, 126 

communicating between computers 
bulletin boards and information 
services, 782, 786 
networks, 791, 794, 795, 799, 
802 

PC to Mac and back, 809 
telecommunicating, 777 
education and entertainment, 826 



bargain (margin icon), cont'd. 
fonts 

bit-mapped font sampler, 407, 
408, 409 

font basics, 363, 367 
outline font sampler, 421 , 425, 
432, 433, 434, 435 
special fonts, 380 
general principles, 32, 40, 41 
graphics, 730, 731 
miscellaneous applications, 885 
miscellaneous hardware and 
accessories, 273, 275 
printing 

advanced printing tips, 255 
laser printer supplies, 250, 253 
printers that work with Macs, 
197, 198, 200, 206, 207 
spreadsheets, 663 
storage and memory 
floppy disks, 145, 160 
harddisks, 165, 166, 168, 170 
memory upgrades, 186 
utilities 

basic Apple utilities (and 
substitutes), 482 
Control Panel, 475 
file handlers and Finder substi- 
tutes, 489, 491,492 
graphics tools, 497 
macro programs, 503 
managing utilities, 471 
miscellaneous utilities, 505, 
506, 507, 508,510, 511 
screen savers and capture 
programs, 500 
text tools, 494, 495, 497 
where to find good info & inex- 
pensive software, 899, 901 , 
906, 908 

word processing, 621 , 624, 626 
bars, 383 

baseline of font, 352 
basement, laser printer in, 238-39 
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BASIC, 850 

QuickBASIC tips, 872-74 
basic Mac hardware, 69-129 
(also see hardware) 
table of contents for chapter, 70 
basic Mac software, 279-348 
(also see software) 
table of contents for chapter, 280 
Basilia (font), 423 
illustrated, 423 
battery 

clearing PRAM, 87-88 
of Mac Portable, 80 
of Mac SE, 77 
replacing, 86-87 
startup battery on Mac ll's, 91-92 
when to replace, 87 
Bauhaus (font), 427 
illustrated, 427 

bazooka, killing flies with, 42, 81 
BBS (see bulletin boards) 

BCS, 908 

Beamer, Scott, 620, 623 
bear, illustration of, 733 
beeps (see sounds) 
beginners' guide, 49-68 
(also see esp. for beginners) 
buttons, 66-67 

Clipboard (cut, copy, and paste), 
62-63 

closing and quitting, 67 
desktop, 50 

dialog boxes and alerts, 63-66 
icons, 54 
menus, 50-53 
pointing interface, 49-50 
programs, documents, and folders, 
59-60 

Scrapbook, 63 

selecting, clicking, and dragging, 
54-56 

shutting down, 67 
system folder, 61 



beginners' guide, cont'd. 
viewing files, 60-61 
windows, 56-59 
Beirne, Jim, 827-28 
Bel we (font), 414 
illustrated, 414 
Benguiat, Ed, 412, 413, 417 
Benguiat (font) (see ITC Benguiat) 
Benguiat Gothic (font) (see ITC 
Benguiat Gothic) 

Berkeley Macintosh Users Group 
(seeBMUG) 

Bernoulli cartridges, 169 
Best-quality print mode, 21 8 
beta testing, 43-44 
Bezier curves, 722 
bidirectional printing, 219 
Bielen, Mike, 783 
BigCaps, 437-38 
illustrated, 438 
Bigelow, Charles, 405-6 
binary system, 135 
bird courier, illustration of, 735 
birds, illustrations of, 129, 192, 731, 
735, 896 
bit, defined, 135 
bit-mapped fonts (see fonts) 
bit-mapped graphics 
converting to PostScript, 695 
described, 691 

distorted in word processing files, 
574-75 

importing to HyperCard, 858 
Linotronic typesetters and, 256 
outline fonts and, 246 
page-setup for LaserWriter, 227- 
28 

scaling, 700-701 
utilities for, 497-98 
bit-mapping, defined, 98 
Bitnet, 786 

Bitstream fonts, 41 6-20 
BIX, 787 

black-and-white monitors, 99 
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Blackout, 500, 910 
blacks, printing, 235-36 
blank screen (see nothing screen) 
blank spaces (see spaces) 

Blazar, Cheryl, 5 
Blazar, Steven, 5 
blind computer users, 908 
Blind Watchmaker, The, 826-27 
Blood, Paul, 267 
BMUG, 908 
CD-ROMs from, 1 80 
boat, illustration of, 51 2 
bobcat, illustration of, 260 
Bobker, Steve, 900 
Bodoni (font), 433 
boing, 340, 475 
boldface 

font weights, 360 

inconsistent commands for, 36-37 
on laser printers, 244-45 
BombCuard, 470 
bombs, 531 

(also see system errors) 

ID numbers, 535-38 
Restart button doesn't respond, 
532-33 

Bond, Bill, 777 
Bonpane, Blase, 5 
Bookman (font), 422-23 
illustrated, 422-23 
books, reference, 904-6 
boot, illustration of, 1013 
booting up 
crashes during, 533 
ejecting startup disks, 1 51 
Mac II won't start, 91 
SCSI device won't boot, 1 58-59 
startup battery (Mac 11), 91-92 
startup device for, 1 53 
bootleg software, 42-43 
border designs, 409, 736 
illustrated, 736 



Boston Commons, 28 
Boston Computer Society, 908 
Bottleneck (font), 424 
illustrated, 424 

Bove and Rhodes Inside Report On 
Desktop Publishing and 
MultiMedia, 902 
Bove, Tony, 902 
boxes, fonts for, 380, 383 
braces, 373-74, 383, 401-2 
brackets, 373-74, 383, 401-2 
Bradbury, Ray, 144 
Bradley, Michael 
about, 20 

contributions by, 1 53-54, 224, 
339, 342-43,373, 491,840, 
856, 858, 864-65 
Brand, Stewart, 826 
Branscum, Deborah, 900 
Brecher, Steve, 802 
Bridge, 829 

brightness control for monitors, 1 1 3 
Broadcast, 799 
Broadway (font), 428 
illustrated, 428 
Ritz font and, 421 

Broderbund, The Electronic Whole 
Earth Catalog, 826 
Brodeur, Paul, 900 
Brown, Byron 
about, 21 

contributions by, 21 7-1 8, 253-54, 
264-65, 637-38, 743, 744-51 , 
766, 768 

illustration by, 192 
Brown, Geoff, 830 
Brown, Glenn, 906 
Brush Script (font), 414 
illustrated, 414 
Spring font and, 432 
buffers, printer, 218 
(also see print spoolers) 
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bug (margin icon) 
about, 1 7 

basic Mac hardware, 92, 98, 1 1 1 , 

112, 120 

basic Mac software, 309, 331 
fonts, 373, 442, 453 
graphics, 693, 696 
miscellaneous applications, 894 
page layout, 762, 770 
printing, 225 
programming, 842 
storage and memory, 1 55, 1 56, 
158 

troubleshooting, 522, 536, 537, 
538 

utilities, 488, 501 , 502, 51 0 
word processing, 554, 557, 567 
building symbols, 388, 392 
bulletin boards, 782-84 
(also see telecommunications) 
basics, 782-83 
buying software and, 43-44 
contacting Sharon Aker on, 784 
recommended boards, 783 
software from, 41 , 471 
sounds on, 475 
sysop for, 782-83 
viruses and, 518 
bullet sign, 372 
Bunnin, Brad 
about, 21 

contribution by, 223-24 
business accounting packages, 881- 
82 

Busorama (font), 428 
Dingaling font and, 428 
illustrated, 428 
butterfly, illustration of, 542 
buttons 

beginners' guide, 66-67 
checkboxes, 67, 380, 383, 503 
illustrated, 67, 380, 383 
defined, 63 
Drive button, 64-65 



buttons, cont'd. 

Eject button, 139 
illustrated, 63-67 
Initialize button, 139 
keyboard equivalents for, 503 
Manual Feed button, 229 
Open button, 64 
on programmer's switch, 90 
push buttons, 66 
radio buttons, 66 
Restart button, 90, 532 
Resume button, 532 
buying tips 
(also see bargain) 
hardware, 31-34 
hard disks, 1 62-71 
price, 32, 33-34 
reliability, 31-33 
when to buy, 33-34 
software, 28, 35-44 
buyer as beta tester, 43-44 
customizability, 36-37 
ease of use, 35, 42 
growth disease, 44 
importing and exporting capa- 
bilities, 37-38 
in-store tryouts, 41 
logical hierarchy of commands, 
35 

Mac-like features, 35-36 
manual, 39 
price, 37 

public-domain software, 41 
reviews, warning for, 39-40 
shareware, 40-41 
speed, 38-39 
standard programs, 37 
support & guarantees, 41-42 
why pay, 28, 40-41 , 42-43 
word processors, 547-48 
reviews, 548-63 
BYTE magazine, 787 
bytes, 135, 137 
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C (programming language), 850 
Cabaret (font), 424 
illustrated, 424 
cables 

for ADB keyboard, long, 1 1 8-1 9 
ADB mouse, plugging in, 122 
cordless mouse, 1 22 
for Epson printers, 200 
SCSI, 157, 166 
len^h of, 156-57, 174 
peripheral cable, 1 57 
system cable, 1 57 
terminators for, 154-55 
sources for, 278 
spaghetti control, 278 
telephone cords vs., 1 1 9 
cactus flower, illustration of, 91 1 
CAD magazines, 901 
CAD programs 
ArchiCad, 697-98 
Claris CAD, 696-97 
RAM required for, 1 81 
Caesar, Julius, 405 
Cairo (font) 
by categories, 388-90 
dogcow symbol, 228, 388 
illustrated, 228, 388-91 
by keyboard, 391 
Calais (font), 434 
illustrated, 434 
calculated field, 631 
Calculator Construction Set, 479-80 
Calculator DA, 479 
Calendar DA, 506-7, 909 
Calendar Tools, 506-7 
Call Waiting, disabling, 781-82 
Cambridge North America, 276 
camels, illustration of, 982 
camera-based digitizers, 273 
can, may vs., 307-8 



cancelling 

fFn (period) for, 21 4, 306, 337 
deselecting with arrow keys, 337- 
38 

Esc key for, 337 
floppy disk initialization, 139 
printing, 213-14 
undoing, 36, 309, 553 
cancer, 264-65 
Candice (font), 424 
illustrated, 424 
Canned Art, 905 
Canon 

CX marking engine, 201, 235-36, 
253 

SX marking engine, 235, 253 
cap height of font, 352 
capitalization 
excessive, 314 
small caps, 404-5 
System vs. system, 315 
Caps & Fractions (font), 404 
caps lock light, 116 
leaps Lock I Shin 1 l4|, 469 
Capture (utility), 500 
card suit symbols, 383, 400 
Carib diacritic, 373 
carp, illustration of, 740 
carpal tunnel syndrome, 1 25-26 
carrots, illustration of, 873 
Carta (font) 

by categories, 391-96 
illustrated, 391-97 
by keyboard, 397 
Cartoon (font), 430 
Balloon font and, 423 
Frankfurter font and, 423 
illustrated, 430 

cartridge hard disks, 1 68-71 , 520- 
21 
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Casady & Greene, 244 
(also see specific Casady & 
Greene fonts) 

Fluent Fonts, 377, 407-8 
illustrated, 377, 407-8 
Fluent Laser Fonts, 420-22 
illustrated, 420-22 
Gazelle (font), 41 8, 420-21 
illustrated, 375, 420-21 
Hacker (font), 377, 407 
illustrated, 377 
Kells (fonO, 375, 421 
illustrated, 375, 421 
pictorial fonts, 376 
cash register software, 882-83 
Caslon (font), 41 9, 426 
illustrated, 419, 426 
New Yorker font and, 429 
cat face, illustration of, 260 
Caxton (font), 423 
illustrated, 423 
Cayman, 795 

CDC Wren mechanisms, 1 64 
cdevs 

Color, 476-78 
illustrated, 477, 478 
described, 467-68 
General, 472-74 
illustrated, 473 
init managers and, 470 
Keyboard, 474-75 
label when viewing system folder 
by name, 31 1 

listing as text in Control Panel, 
508 

Monitors, 478-79 
Mouse, 475 
Sound, 475-76 
illustrated, 476 
CD-ROM players, 271 
(also see SCSI devices) 

Mac llci bug and, 92 
SCSI devices, 153-60 



CD-ROMs, 271-72 
AppleShare networks and, 272 
basic information, 133-34 
The Electronic Whole Earth 
Catalog, 826 

Finder memory allocation for, 330 
limit for files on, 180 
MultiFinder and, 272 
prolonging life of, 271 
cedilla, 373 
celestial objects, 388 
Celts, 405 

central processing unit (see proces- 
sor) 

cent sign, 370, 373 
Century Software, 230 
CE Software 
(also see DiskTop) 

Aask, 470 
DialogKeys, 503 
HeapFixer, 1 88 
LaserStatus, 240-42, 249 
QuicKeys, 119-20, 502-3 
QuickMail, 798-99 
Vaccine, 528 
Widgets, 230, 488 
chaining SCSI devices, 155-57 
cables, 156-57 
device won't boot, 1 58-59 
ID numbers, 1 53-54 
terminators, 154-55 
utilities, 159-60 
Chancery (see Zapf Chancery) 

Chan, Mike, 234 
charaaers per second (see cps) 
charaaers per word (average), 1 37, 
572-73 

Charlemagne, 415, 416 
Charlemagne (font), 41 6 
illustrated, 416 

checkbook management software, 
877-81 
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checkboxes, 67 
(also see buttons) 
fonts for, 380, 383 
illustrated, 67, 380, 383 
keyboard equivalents for, 503 
checkmark symbol, 283 
fonts for, 380, 383 
illustrated, 282, 380, 383 
chess, font for, 409 
Chicago (font), 71 , 405-6, 408 
additional sizes of, 406, 408 
hyphens and en dashes in, 373 
illustrated, 405-6, 408 
type styles for, 244 
children 

educational software for, 816-23 
entertainment software for, 832- 
36 

entertainment vs. education of, 
816 

teenagers vs., 823-24 
Chinese Menu (font), 434, 910 
Bamboo font and, 429 
illustrated, 434 
Chinese style fonts, 429, 434 
chips 

(also see PRAM; RAM; ROM; 
SIMMs) 

coprocessor, 72-74 
processor 

chart of Macs by, 73-74, 75 
defined, 71 

RAM, soldered vs. socketed, 1 82 
Chooser, 479 
(also see rdevs) 
adding drivers with, 479 
Background Printing buttons, 232 
changing printers, 211-12 
choosing printer, 209-1 0 
illustrated, 209, 210, 21 1, 232 
LaserWriter name and, 226 
preparing disks for rented Laser- 
Writer, 255-56 
programmers of, 479 



Chooser document label, 31 1 , 479 
chord, opening, for Mac ll's, 89 
CH Products, RollerMouse trackball, 
123-24 

Christenson, Steve, 51 1 
Christian images, 732 
Chubby Shadow (font), 408 
illustrated, 408 
ci (see Mac ll's) 
circumflex, 369 
Citi Light (font), 426 
illustrated, 426 
Claris 

CAD, 696-97 

FileMaker, 313, 496, 633-34, 
644-51 

MacDraw, 246, 694, 718-22 
MacPaint, 693 
MacWrite, 36, 559-60 
Public Folder, 799-800 
SmartForms, 887-88 
support from, 42 
Clarity, 497,910 
classic Macs, 71 , 73, 75-76 
daughter boards for, 1 82 
external floppy drive placement, 
147 

keyboard for, 1 1 4 
illustrated, 114 
NFNTs and, 450 
programmer's switch, 94 
RAM chips in, 1 82 
system version for, 318 
upgrading, 84-85 
RAM, 1 82 

clay tablets, not needed, 435 
cleaning 

corona wire, 236 
desktop, 301-2 
laser diodes cover, 237 
mice, 124 

vacuum cleaner warnings, 1 45, 
237 
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Clean Up command, 301, 344-45 
Clear command macro, 344 
clearing 

Clipboard, 309, 310 
keyboard equivalent for, 285-86 
PRAM, 87-88 
Clear key, 284-85 
Clear Lake Research, 860-61 
Clement, Gerald, illustrations by, 
1014, 1107 
ClickArt, 731-33 
bit-mapped images, 572, 731-32 
Business Art collection, 733 
Business Images collection, 731 
Christian Images colleaion, 732 
EPS clip art collections, 733 
Holidays collection, 731 
Illustrations collection, 733 
illustrations from, 731-33 
Personal Graphics collection, 572 
Publications colleaion, 732 
clicking 

beginners' guide, 54-56 
defined, 54 
doubleclick drag, 337 
doubleclicking, 56, 475 
shift-clicking, 55, 335-37, 483 
ClickPaste, 481 
clink-clank, 340, 475 
clip art, 729-39 
(also see specific products) 
beautiful vs. useful, 729-30 
Canned Art, 905 
copyrights and, 905 
formats for, 692-93, 730 
utility for, 497 
Clipboard 
basics, 308 

beginners' guide, 62-63 
Clipper utility for, 310, 346 
date stamp macro and, 348 
flushing, 309,310 
Multi Finder bug with, 309 
PostScript and, 31 0-1 1 



Clipboard, cont'd. 
preserving and restoring contents, 
309 

saving large Clipboard, 310 
shutting down and, 62 
special information on, 308-9 
System 7 and, 326 
tips for, 308-11 
Clipper, 310, 346 
clock speed fsee megahertz) 
clock utilities, 510-1 1 
close box of windows, 57 
illustrated, 58 

Close command, 57, 67, 301 
closet, laser printer in, 237-38 
closing 

(also see quitting; shutting down 
the Mac) 

beginners' guide, 67 
escaping from menus, 283 
nothing screen and, 67 
windows, 57, 346, 347 
cloverleaf fseefWl alphabetized as 
"command") 

Coady, Davida, 5, 825 
Cobb Croup, 665, 906 
codes (see error messages and 
codes) 

Cohen, Rod, 1 2 
Coleman, Dale 
about, 20 

mentioned, 776, 899 
Collegiate (font), 422 
illustrated, 422 
colon 

in filenames, 288-89 
icon names and, 55 
color 

Control Panel settings, 476-79 
eight-bit, 1 04 
four-bit, 1 04 
Mac llfx and, 81 
monitors, 103-5 
gray-scale with, 1 04 
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color, corn'd. 

QuickDraw in ROM, 77 
sort order for colors, 299 
twenty-four bit, 1 04 
video cards, 81 , 1 03-4 
viewing by, 61, 289, 299 
Color cdev, 476-78 
illustrated, 477, 478 
Color Desk, 512 

Color menu, viewing by color and, 
61,299 

Color Test Pattern Generator, 1 1 4 
Color Wheel dialog box, 476-77 
illustrated, 477 
Colour Billiards, 833 
comfort (see ergonomics) 

Hi7Bl. 36-37, 285-86 
r^Tcl. 62, 285-86, 308 
nm 36-37, 293 
(in key, 283 

(also see keyboard equivalents) 
Commandments 
Eleventh, 30 
Ten, 25-30 
285-86 
285 

imH. 285-86 

(inn (period). 214, 306, 337 
switch-disk nightmares and, 342- 
43 

im[Ql 285 

HeTsl 285 

commands 

for boldface, italics, and plain text, 
36-37 
defined, 51 

dimmed or grayed, 52 
for ejecting disks, 294 
ellipses after, 63 
hierarchy of, 35 
keyboard equivalents for, 53, 
283-86 

macros for, 343-48 
nudge commands, 338 
selecting on menus, 52 



HTM 62, 285, 308 
f¥T^, 62, 285-86, 308 
dlzl 285-86 
Clipboard and, 309 
commons, tragedy of the, 28 
communicating between computers, 
771-812 

(also see networks; telecommuni- 
cations) 

between Apple M's and Macs, 
809-10 

between PCs to Macs, 804-9 
table of contents for chapter, 772 
communications (see telecommuni- 
cations) 

compact Macs, 71 , 93-96 
(also see specific models) 
hard disks fitted to, 1 69-70 
opening the case, 93-94 
tips on, 93-96 

compilers vs. interpreters, 839 
Complete Delete, 51 1 , 542 
Complete Undelete, 524-25 
illustrated, 525 

compositors (see imagesetters) 
Compugraphic, The Art & Technol- 
ogy of Typography, 367 
CompuNet, 791 
CompuServe, 785 
computed field, 631 
Computer-Aided Design programs 
(see CAD programs) 

Computer Care upgrade kits, 86 
Computer Cord Keeper, 278 
Computer Covers Unlimited 
Computer Cord Keeper from, 278 
dust covers from, 266 
glass screen filters from, 263 
The Keyboard Protector from, 
266-67 

ComputerWare, 33 
Comstock, 738-39 
ConcertWare Plus, 831-32 
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condensed fonts, 360-61 
confidential data on floppies, 151 
Confoederatio Helvetica, 405 
confusion, not your fault, 26 
connectors for SCSI cables, 1 57 
consistency, customizability vs., 36- 
37 

contents, table of (see table of 
contents) 

continuous-tone art, 257-58 
contributors 
how identified, 1 8 
notes on, 20-22 

Control Data Corporation, hard disk 
mechanisms, 164 
Control key 1 1 6, 1 1 7, 1 1 8, 284 
application-switching macros and, 
345 

symbol for, 284 
Control Panel, 472-79 
(also see cdevs) 

beeps and, 339^0, 474, 475-76, 
846^8 

cdevs, 311, 467-68, 470, 472-79, 
508 

clearing PRAM, 87-88 
General settings, 472-74 
illustrated, 473 
macros for settings, 348 
multiple monitors and, 1 1 4 
programmers of, 479 
RAM cache on, 1 89 
illustrated, 190 
screen refresh rate and, 1 04 
startup device and, 1 53 
utility for text in, 508 
Control Panel devices (see cdevs) 
Control Panel document label, 31 1 
Cooper Black (font), 41 4, 41 9 
Gorilla font and, 427 
illustrated, 375, 414, 419 
typographic effects with, 375 
copier paper, 249-50 



coprocessor 

chart of Macs by, 73-74 
defined, 72-73 
memory-management 
coprocessor, 73 
Copy command, 62-63 
copying 

(also see dragging) 
basics, 308 

beginners' guide, 62-63 
Calculator and, 479 
disks, 292-93 
duplicating files, 293 
keyboard equivalent for, 284-85 
moving files, 293 
replacing disks, 292-93 
replacing folders, 292 
Scrapbook and, 480 
copy protection, 43, 81 5 
copyright symbol, 370, 372 
cordless mouse, 122 
Cordoba, Spain, 412 
cormorant, illustration of, 192 
corn, illustration of, 836 
corona wire, cleaning, 236 
cost (see price) 

counting words fsee words, English) 
country scenes, illustrations of, 874, 
896 

couple, illustration of, 737 
Courier (font) 
illustrated, 41 1 
substitutions by, 246-47 
uses for, 41 1 
Court, Small Claims, 31 
covers for Mac hardware, 266-67 
cowboys, illustrations of, 1013 
Cox, Dr. "Happy" Harry, 25 
cps (characters per second) 
ofImageWriterll, 198,219 
of SP-1 000 AP printer, 1 98 
CPU (see processor) 
cracker (tool), 94 
crashes (see system errors) 
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crosses, 383 
CrystalPaint, 823 
Ctrl keyfeee Control key) 

Culture 1 .0, 825 
Cuneifont (font), 435 
illustrated, 435 
cupid, illustration of, 737 
Curator, The, 498 
curly quotes, 495-97, 566-87 
databases and, 496 
QuicKeys for, 567-68 
spreadsheets and, 666 
cursor, 564 

customer support (see support) 
customizability of software, 36-37 
Custom Memory Systems, 1 70 
Cut command, 62-63 
cutting 
basics, 308 

beginners' guide, 62-63 
keyboard equivalent for, 284-85 
Scrapbook and, 480 
cuttings, oblique, 248 
cx (see Mac ll's) 

CX marking engine, 201 , 235-36, 
253 

D 

DafaultFont, 439 
dagger sign, 372 
DA Handler file, 334-35 
Daily Tribune (font), 430 
illustrated, 430 
Old English font and, 425 
daisy-chain network configuration, 
791 

Dark Castle, 835 
DAs 

(also see specific DAs) 
on 4 menu, 52 

assigning to specific applications, 
334 

basics, 465-66 



DAs, cant'd. 

Clipper, 310 
crashes and, 534 
disappearing with MultiFinder, 
334-35 

files for, 466-67 
on floppy disk systems, 467 
getting information for, 485-86 
illustrated, 486 
information files, 312 
installing in files, 485 
locations for, 466 
macros for, 346 
managing, 483-86 
menu order of, 843 
opening, 465 

out of memory messages and, 1 87 
PrintMonitor, 232-33 
removing temporarily, 334 
utilities, 483-86 
dashes 

em dashes, 372, 496, 564 
en dashes, 372, 373, 564 
hyphens vs., 373, 564 
DAtabase, 641 
databases, 629-56 
(also see specific database pro- 
grams) 

annotating, 643-44 
basics, 631-33 
before working on, 643 
curly quotes and, 496 
flat-file, 632-33 
HyperCard vs., 850 
multilevel sorts, 644 
PC-Mac file transfers and, 808 
planning, 642 
relational, 632-33 
table of contents for chapter, 630 
terminology, 631-32 
tips for, 642-44 
zip code fields, 642-43 
data bits, 775 
Data Desk, 1 20 
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data files (see documents) 
DataFrame hard disks, 167-68 
DataPak hard disks, 1 69-70 
data size (data bits), 775 
Dataviz, 807 
date 

date stamp macro, 347-48 
for letterhead, 571 
modified date for files, 290-91 
viewing by, 61 , 289 
Date setting, 474 
daughter boards, 1 82, 274 
Dawkins, Richard, 826-27 
DaynaTalk, 795-96 
dBASE 

clone for Macs, 641-42 
Mac databases and, 808 
dealing with psychopaths, 1 73, 300 
illustrated, 300 
Decorated 035 (font), 41 9 
illustrated, 419 
default button, 66, 306 
illustrated, 66 
defaults 

changing font default, 439 
changing with templates, 339 
defragmenting hard disks, 176 
degrees sign, 370 
Delay until Repeat setting, 474 
Delete command, 1 42 
Delete key, 63, 1 1 5 
symbol for, 284 
deleting 
(also see Trash) 
bypassing Clipboard, 309 
completely erasing files, 51 1 
desktop file size and, 1 74 
file recovery and, 142, 524-25 
inits, 469 
invisible files, 313 
locked files, 341 
security and, 542 
system files multiples, 320 
temp files, 313-14 



Dell'Aquilla, Mei-Ying, 572 
Deluxe Music Construction Kit, 830 
descender of font, 352 
font size and, 359 
Hobo font and, 41 4 
DesignStudio, 743 
design tips, page layout, 751-54 
desk accessories (see DAs) 

DeskJet Plus printer, 207 
desktop 

fa/so see desktop file; Finder) 
beginners' guide, 50 
cleaning up, 301-2 
Desktop Pattern setting, 473, 477- 
78 

illustrated, 473, 478 
Finder 7 and, 323, 324 
Finder and, 50, 315 
grid on, 302, 848-49 
identifying Finder desktop, 54 
illustrated, 51 
macros, 343-48 

SCSI device missing from, 158-59 
Shut Down command and, 343 
starting programs from templates, 
340-41 

tips on, 340-43 
Trash usage, 341-42 
Desktop Express, 779-80 
desktop file, 139-41 
rebuilding, 140, 150, 1 74-75, 484 
virus infection of, 527 
Desktop Manager file, 1 80 
Desktop Pattern setting, 473, 477- 
78 

illustrated, 473, 478 
desktop publishing, 741-70 
(also see page layout) 
magazines on, 901 
newsletters on, 902 
Desk Writer printer, 195, 206-7 
dialog boxes 
alerts, 66, 305 
basics, 305-6 
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dialog boxes, corn'd. 
beginners' guide, 63-65 
Color Wheel dialog box, 476-77 
illustrated, 477 
for Finder 7 desktop, 323 
illustrated, 324 
keyboard equivalents, 503 
Open dialog box shortcuts, 306-7 
opening, 63 
resources for, 840-41 
Save As dialog box shortcuts, 
306-7 

selecting text box contents, 307 
shift-clicking in, 337 
tips on, 305-8 
types of, 305 

Works' sensible use of, 45-46 
DialogKeys, 503 
diamond sign, 372 
Diconix printer, 1 95, 205-6, 275 
Dictionary Helper, 624-28, 909 
dieresis, 369 
Digital Darkroom, 259 
Digit-Art, 736-37 
illustrations from, 737 
digitizers, 273 
(also see scanners) 
dimmed commands, 52 
Dimmer, 512 
Dingaling (font), 428 
Harry font and, 429 
illustrated, 428 

Dingbats (font) fsee Zapf Dingbats) 
Dinosaur Discovery Kit, 818-19 
DIP SIMM, 183 
directory file, 139-41 
Direct Slot, 77, 86 
disabling Call Waiting, 781-82 
disclaimer, 8 
for prices, 1 9 
Disinfectant, 528 
Disk Clinic, 51 1 

disk drives (see CD-ROM players; 
floppy drives; hard disks) 



DisKeeper, 489-90, 909 
diskettes (see floppy disks) 
DiskExpress, 1 76 
Disk First Aid, 524 
disk icon, opening, 347 
disks (see CD-ROMs; floppy disks; 
hard disks; Macintosh Bible 
Software Disks; RAM disks) 
DiskTools II 

deleting invisible files with, 313 
enhancements to standard Mac 
interface, 47 

protection scheme using, 540 
DiskTop, 486-88 
invisible files and, 1 40, 31 3 
LaserStatus, 240-42, 249 
illustrated, 241, 242 
protection scheme using, 540, 541 
recovering unsaved files and, 525 
Widgets, 230, 488 
Word conflict with, 488 
displaying fsee viewing) 
displays (see monitors) 
distorting fonts (see typographic 
effeas) 

division sign, 370 
dock of the bay, illustration of, 896 
document label, 311-12 
documents 
(also see files) 
beginners' guide, 59-60 
defined, 49, 281 
linking, 326-27 
opening, 60 
overhead for, 1 37 
recovering deleted, 1 42 
saving, importance of, 27 
saving as PostScript files, 259-60 
System 7 and, 326-27 
templates for, 339 
viewing, 60-61 
dogcow, amazing, 228, 388 
illustrated, 228 
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Dom Casual (font), 41 6 
illustrated, 416 
Dorovar (font), 420 
Formal 421 vs., 418 
illustrated, 420 
DOS machines (see PCs) 
dot-matrix printers 
(also see ImageWriter; printers) 
described, 1 95 

fonts on, 21 2-1 3, 21 8, 245, 355 
ImageWriter models, 1 97-98 
ImageWriter substitutes, 198-200 
ImageWriter tips, 218-25 
letter-quality, 196-97 
printer driver software, 200 
resolution of, 195 
dots per inch (see dpi) 
dots per square inch, 1 95-96 
doubleclicking, 56, 337, 475 
double-sided floppy disks (see 800K 
(double-sided) floppy disks) 
double-sided printouts, 573-74 
Dove, 795 

Dow Jones News/Retrieval, 779 
downloadable fonts, 239 
defined, 354-55 
storing, 242-43 
downloading 
fonts, 239-40 
defined, 354-55 
LaserStatus utility for, 240-42 
overloading the memory, 248 
PostScript files, 260 
in telecommunications, 773 
dpi (dots per inch) 
of Apple color monitors, 1 03 
of printers, 195-96, 205, 206, 220 
of scanners, 258-59, 273 
screen resolution and, 100-103 
type points and, 102 
dpsi (dots per square inch), 1 95-96 



drafting program, architeaural, 697- 
98 

Draft print mode, 21 8-1 9 
dragging 

(also see copying) 
beginners' guide, 55-56 
defined, 55 
doubleclick drag, 337 
hierarchical menus and, 287-88 
icons, 55, 299-300 
illustrated, 55 
inactive windows, 296 
shift-dragging, 894 
windows, 57 

dragon, illustration of, 734 
DRAM, static RAM vs., 1 83 
draw programs 

(also see specific draw programs) 
nudge commands with, 338 
outline fonts and, 246 
polygon drawing with, 71 6-1 7 
illustrated, 71 6-1 7 
star drawing with, 71 7-1 8 
illustrated, 71 8 
tips for, 716-18 

typographic effects with, 375-76 
Dream (font), 408 
illustrated, 408 
Drive button, 64-65 
illustrated, 64 
drivers 

(also see rdevs) 
folder for, 61,208, 311 
label when viewing by name, 31 1 
for printers, 208, 21 2, 226 
drives (see CD-ROM players; floppy 
drives; hard disks) 
dropping out type, 376 
drummers and fifer, illustration of, 
738 

Drygulch (font), 422 
illustrated, 422 
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Dubl-Click Software 
(also see World Class fonts) 
BigCaps utility, 437-38 
illustrated, 438 

Calculator Construction Set, 479- 
80 

Chicago font sizes, 406, 408 
illustrated, 406, 408 
DafaultFont utility, 439 
Font Charter utility, 438-39 
Manhattan (font), 377, 409 
illustrated, 377 
MenuFonts utility, 439-40 
pictorial outline fonts, 376 
Utility City (font), 380, 403-4 
illustrated, 380, 404 
WetPaint clip art, 730-31 
illustrations from, 44, 260, 628 
Du Cloux, Fokko, 676-77 
dumb quotes, 567-68 
Dunham, David, 494 
Duplicate command, 293 
duplicating (see copying; dragging) 
dust, protecting against, 266 
dusting on laser printer paper, 249- 
50 

Dvorak keyboard layout, 1 1 9 
dynamic RAM (DRAM), 183 
Dynodex, 639-40 

E 

earthworms, illustration of, 895 
ease of use, 25-26, 35, 42 
Easy Access, 482-83 
Mouse Keys, 482-83 
nudge commands with, 338 
Sticky Keys, 482, 483 
easy is hard, 25-26 
Edit menu, 62-63 
macros for commands, 344 
System 7 and, 326-27 



Educational software 
for adults, 823-29 
for children, 816-23 
entertainment as, 816 
general considerations, 81 6-1 7 
Edwards Air Force Base, 29 
Ehman Engineering, 166-67 
eight-bit color, 1 04 
BOOK (double-sided) floppy disks, 
138, 139, 143-44 
400K disks reinitialized as, 148 
initialized as 1.4MB disks, 149 
1.4MB disks initialized as, 148-49 
800K drives, 143^4, 146 
Eject button, 139 
ejecting floppy disks, 294 
Font/DA Mover and, 485 
paper clip trick for emergencies, 
149 

at startup, 1 51 
Elan (font), 426 
illustrated, 426 
electrical symbols, 388 
Electronic Arts, 830 
electronic bulletin boards (see 
bulletin boards) 

electronic communications (see 
telecommunications) 
electronic mail (see E-mail) 
Electronic Publishing and Printing, 
901 

electronic storage (see memory) 
Electronic Whole Earth Catalog, The, 
826 

elephant, illustration of, 982 
elevator, sign in, 822 
Eleventh Commandment, 30 
ELF (extremely low frequency) 
radiation, 264-65 
ellipses 

in filenames, 290 
key for, 372-73 
in menus, 282 
E-Machines, 107, 111 
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E-mail, 777-78 

(also see telecommunications) 
on networks, 798-99 
em dashes, 372, 496, 564 
Empower, 542 
Empty folder, 292 
Empty Trash command, 57, 342, 

345 

encapsulated PostScript graphics. 

(see EPS) 

Encrypt, 512 
encryption 
of files, 540 
of fonts, 448 

en dashes, 372, 373, 564 
Enter key, 284, 306 
(also see Return key) 
entertainment programs 
games, 815-16, 832-36 
music programs, 830-32 
envelopes, printing 
on ImageWriter, 223-24 
on LaserWriter, 233-34, 251 
Enzan-Hoshigumi 
clip art, 734 
illustration from, 734 
MacCalligraphy, 695-96 
EPS (encapsulated PostScript) 
graphics, 204 
Clipboard and, 31 0-1 1 
DeskWriter and, 206 
file format for, 693 
Font Company fonts and, 425 
PageMaker and, 749 
QuarkXPress and, 749 
SmartArt and, 447 
Epson, 200 
Eradicate' Em, 528 

Erase Disk command, 142, 147, 345 
erasing fsee deleting; Trash) 
Ergonomic Computer Products, 264 
ergonomics, 124-29 
basic, 1 25-26 



ergonomics, cont'd. 
furniture, 1 26-29 
importance of, 1 24-25 
Ergotron 

MacTilt, 128-29 
monitor stands, 1 28-29 
mouse cleaning kit, 124 
The Muzzle, 267-68 
error 

defined, 530-31 
types of, 530-32 
error messages and codes 
(also see troubleshooting) 
alert box messages, 530 
alert error codes, 534-35 
bomb ID numbers, 535-38 
out of memory messages, 1 87-88, 
248, 330 
resource for, 841 
sad Macs code numbers, 538-39 
system error message, 531 
escaping fsee cancel ling; closing; 
quitting) 

Esc key, 1 1 7, 1 1 8 
cancelling with, 337 
symbol for, 284 

esp. for beginners (margin icon) 
about, 1 6 

basic Mac hardware, 71-73, 76, 
113 

basic Mac software 
basic terms, 281 
Clipboard tips, 308, 309 
global and desktop macros, 343 
global software tips, 335-37, 
340 

Multi Finder tips, 328 
system folder and startup disks, 
311-12,314,315,318,319 
tips on dialog boxes, 305, 306 
tips on icons, files, and folders, 
288, 289, 290, 293, 294 
tips on menus, 281-83, 284, 
285, 287 

tips on windows, 296, 298 
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esp. for beginners, cant'd. 
communicating between computers 
bulletin boards and information 
services, 784 
general tips, 781 
networks, 789, 791, 792 
telecommunicating, 773, 777 
databases, 631-32, 652 
education and entertainment, 815 
fonts 

font basics, 351 , 353, 354, 355, 
356, 358, 362 
font utilities, 436 
special characters, 367 
general principles, 40, 43, 49-68 
graphics, 691, 692, 721 
miscellaneous applications, 891 
page layout, 757 
printing 

basic printing tips, 208-1 3, 
215-16 

fonts on laser printers, 239, 242, 
246 

ImageWriter tips, 218, 220 
LaserWriter tips, 226, 233 
printers that work with Macs, 
195, 197,200 

programming, 839, 840, 854, 861 
spreadsheets 
basics, 659 
Excel tips, 669, 674 
general tips, 667 
Works tips, 683, 684, 685, 687, 
688 

storage and memory 
basics, 133, 134-35 
floppy disks, 143, 149 
hard disks, 171 
SCSI devices, 1 53 
troubleshooting, 51 5-1 7, 520, 
526, 529, 539 



esp. for beginners, cant'd. 
utilities 

Control Panel, 472 
macro programs, 501 , 503 
managing fonts and DAs, 483 
managing utilities, 465, 466, 
467, 471 

screen savers and capture 
programs, 498 

where to find good info & inex- 
pensive software, 906 
word processing 
general tips, 563, 570, 574 
outliners, 61 2 
spelling checkers, 620 
word processors, 545-46 
Word tips, 575, 587, 589 
esp. for power users (margin icon) 
about, 1 6 

basic Mac hardware 
models of the Mac, 79, 81 , 83, 
86 

tips on compact Macs, 95, 96 
databases 

FileMaker tips, 648, 649 
programs, 634, 641 
Works tips, 656 
fonts, 451,457 
graphics, 694, 696, 697 
printing, 196, 203, 257, 259 
programming, 850, 853, 872 
storage and memory, 1 56 
troubleshooting, 534, 535 
word processing, 603 
Essential Information for Communi- 
cators, Desktop Publishers and 
Small Business Users, 902 
EtherCate, 797 
Ethernet hardware, 795 
EtherTalk, 794-95 
Everybody's Guide to Small Claims 
Court, 31 
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Excel, 659-61, 669-82 
books on, 665 

borders, making visible, 673 
calculating 

Calculate Document command, 
678 

part of a formula, 677-78 
cells 

absolute locations for, 667 
autonaming, 676 
clearing with flil-B, 674 
copying contents vs. values, 673 
counting things in, 678 
outlining, 673 
protecting, 671 

selecting noncontiguously, 670 
selecting ranges, 669 
Close All command, 671 
Copy Picture command, 673 
cycling through windows in, 670 
date functions, 676-77 
dominance of, 38 
Excel Startup document, 680 
Fill commands, 674 
formulas 

calculating part of, 677-78 
cancelling changes in formula 
bar, 677 

date and time functions, 676-77 
escaping from cells with invalid 
formulas, 677 
formula bar activation, 677 
viewing values and, 678-79 
freezing numbers in, 668 
Co Back command, 669-70 
importing from large-screen Macs, 
675 

journal on, 665 

keyboard shortcuts for, 660 

learning, 669 

Lotus 1 -2-3 and, 807, 808 

macros, tips for, 680-81 

menus, short and full, 669 

notes, tips for, 679-80 



Excel, cant'd. 

101 Macros for Excel, 663-65 
opening 

hidden columns, 672 
new Macro Sheet, 675-76 
paste shortcut for, 673 
printing 

portions of spreadsheets, 665 
preview for, 675 
references 
circular, 682 

in linked worksheets, 681 
Repeat command, 676 
reviews of, 659-61 
rows and columns, tips for, 671- 
72 

scrolling, localized vs. global, 670 
selecting 

cell range with Co To, 669 
noncontiguous cells, 670 
radio buttons, 675-76 
whole spreadsheet, 669 
spelling functions correctly, 679 
time functions, 676-77 
tips for, 669-82 
Works file transfers and, 81 0 
zooming in and out, 680-81 
Excelan, 795 
Excellence, 665 

exiting fsee cancelling; closing; 

quitting; shutting down the Mac) 
exotic names club, 1 1 
expanded fonts, 360-61 
expansion slots, 77, 86 
expense (see price) 
exporting files 
buying software and, 37-38 
word processors and, 546 
Exposure, 500-501 
Extended Keyboard II, 1 1 6 
extremely low frequency (ELF) 
radiation, 264-65 
eye, illustration of, 44 
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F 

fais ce que voudrais, 752 
families of fonts, 351 , 454, 455-56 
fans 

add-on fans, 268-70 
on Mac SE, 77,91,94-95 
on Mac ll's, 91 
Fatal Ion Computing 
MacRecorder, 276 
PhoneNET, 790-91 
StarController, 794 
Father, Daniel, 899 
Faria, Karen 
about, 21 

contributions by, 1 22, 499, 562- 
63, 885-88 

sending experiences with hard- 
ware sources to, 33 
Faster Bitmap Printing option, 226- 
27 

Faster print mode, 21 8, 21 9 
Fast Forms, 887-88 
FastPath, 796, 797 
Faulkner, Andrew, 434 
faun, illustration of, 1107 
FDHD (floppy drive high density), 
143-44 

Fenton, Erfert, 366-67, 905 
Ferret, 528 
field, defined, 631 
Fiems, Guy, 492 

fifer and drummers, illustration of, 
738 

fig fruits and leaves, illustration of, 
34 

File (Microsoft), 638-39 
file, defined, 631 
file compression, 510, 521 
File Exchange, 805, 810 
file-handling utilities, 486-93 
FileMaker, 633-34, 644-51 
automatic entry in, 645 
curly quotes and, 496 



FileMaker, cant'd. 
date insertion, 646 
deleting and, 644 
features, 633-34 
field label styling, 646 
formulas, field names in, 647 
grids, overriding, 646 
Help file for, 644 
importing records, 647-48 
lookup function, 633 
magnets, overriding, 646 
phone number formatting, 648-49 
record numbers, 647-48 
relookup for single record, 645 
repeating fields 
cancelling, 647 
searching and sorting by, 646 
splitting and combining entries, 
649-51 

resizing in one direction, 646 
searching repeating fields, 646 
selecting from list of values, 645 
sorting, 646, 648 
temp files from, 313 
tips on, 644-51 
updating single record, 645 
FileMaker temp folder, 31 3 
File menu 

Close command, 57, 67, 301 
illustrated, 53 

macros for commands, 344 
Open command, 56, 306-7 
Print command, 21 5-1 6, 344 
Put Away command, 57, 344, 490 
Quit command, 67, 301 
Save As command, 306-7, 339 
filenames (see files, naming) 
file partitions, disadvantages, 1 80 
files 

(also see documents; programs) 
for DAs, 466-67 
defined, 49, 281, 631 
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FileMaker, cont'd. 
desktop file, 139-41, 150 
rebuilding, 140, 150, 174-75, 
484 

virus infection of, 527 
directory file, 139-41 
for downloadable fonts, 242 
encrypted, 540 
exporting, 37-38, 546 
file compression utility, 510 
file handlers and Finder substi- 
tutes, 486-93 
fragmentation of, 1 75-76 
graphics formats, 692-93 
grouping, 297-98 
housekeeping files, 139-41 
importing, 37-38, 546, 574 
installing fonts and DAs in, 485 
invisible 

as protection scheme, 540, 541 
in system folder, 313, 528-29 
locked 

security and, 541 
throwing in Trash, 341 
viruses and, 529 
locking and unlocking, 293 
lowercasing names for, 288 
modified date for, 290-91 
naming, 288-89 
grouping files, 297-98 
long names, 290 
numbered files, 298-99 
printer font filenames, 361 
starting with period, 522 
starting with spaces, 298 
temp files, 525 
pathnames for, 289 
printer files, 242-43, 245, 311, 
312 

publications (System 7), 326-27 
recovering, 523-25 
from crashed floppies, 523-24 
deleted files, 524-25 



FileMaker, cont'd. 
deleting and, 142 
file partitions and, 1 80 
initializing and, 142 
from 1 .4MB disks initialized as 
800K, 148^9 
from Trash, 342 
unsaved files, 525 
Scrapbook file, 480 
suitcase files, 242, 295, 483-84 
in system folder, 311-12 
tempfiles, 312, 313-14, 525 
viewing, 60-61 , 290 
sort order for, 297-98 
file servers, 792 
FileShare, 326 

file transfer (see telecommunica- 
tions) 

file types (graphics), 692-93 
filters, screen, 263 
financial programs, 877-84 
Finder 

(also see desktop) 
crashes on startup and, 533 
desktop and, 50, 315 
Finder 7, 323-25 
folder for, 61 

full-size windows with, 296 
hard disk partitioning and, 1 78 
"Not enough Finder memory" 
message, 330 

as startup application, 321-22 
substitutes for, 486-88 
system version and, 317-18 
versions of, 317-18 
Find feature (Finder 7), 323 
Find File, 489, 490 
Findswell, 488-89 
fire, floppy disks and, 1 44-45 
Firenze (font), 429-30 
illustrated, 429-30 
fireworks 
illustration of, 462 
screen saver, 499 
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1st Aid Software, 524-25 
First Byte, 81 8-1 9 

first releases of system software, 31 7 
fish, illustration of, 739-40 
fishing boat, illustration of, 512 
51 2 Mac (see classic Macs) 

FKeys, 468-69 
function keys vs., 468 
resource for, 841 
screen captures and, 500 
FlashTalk, 795-96 
flat-file databases, 632-33 
flicker, 95, 100 
floppy disks, 143-52 
backups on, 521 
capacity of, 136, 139, 140-41, 
143-44 

illustrated, 140 
caring for, 1 44-46 
confidential data on, 151 
damaged, 142, 523-24 
DAs on floppy disk systems, 467 
ejecting, 294, 468 
Font/DA Mover and, 485 
with power off or in emergen- 
cies, 1 49 
at startup, 1 51 
ghost icons, 294-95 
heat and, 1 44 
high-density, 1 39 
housekeeping files on, 139-41 
how they work, 1 38 
initializing, 138-39, 142, 147, 

178 

formatted vs. unformatted 
capacity, 1 39, 1 40-41 , 1 63 
labels, removing, 1 52 
locking, 151-52 
illustrated, 152 
macro for opening icon, 347 
magnets and, 1 45 
reinitializing, 142, 1 48 
re-using, 147 
corrupted disks, 1 49-50 



floppy disks, cont'd. 
single-sided vs. double-sided, 138, 
139, 148 

stuck in drives, 150-51 
substrate of, 1 37 
switch-disk nightmares, 342-43 
types of, 1 43-44 
virus protection for, 529 
yellow plastic disk, 146-47 
floppy drives 
caution for Mac M's, 92 
disks stuck in, 150-51 
external, 147 
external 5.25" drive, 805 
obsolete, 1 43 
proteaing, 268 
transporting, 146-47 
types of, 1 43-44 
Florens (font), 432-33 
illustrated, 432-33 
florettes, 382 
Fluent Fonts, 407-8 
illustrated, 407-8 
Fluent Laser Fonts, 420-22 
illustrated, 420-22 
flushing fsee clearing) 
flyback transformers, 96 
folder, manila, illustration of, 735 
folders 

beginners' guide, 59-60 
common templates folder, 340-41 
Empty folder, 292 
organizing, 172-73 
organizing icons with, 60 
pathnames for, 289 
replacing, 292 
system folder, 61 

viewing size and contents of, 291 
wrong-place folder, 172 
FONDs, 454 

FONTastic Plus, 447, 450 
Font Charter, 438-39 
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Font Company fonts, 404-5, 422-26 
EPS outlines for, 425 
illustrated, 404, 422-26 
Font/DA Juggler 
disk ghosts and, 295 
organizing system folder and, 312 
printer files and, 312 
removing DAs temporarily, 334 
Suitcase vs., 484 
Font/DA Mover 
ejecting floppies and, 485 
font and DA info from, 485-86 
font ID conflicts and, 449 
HyperCard stacks and, 864-65 
icons for, 483 
illustrated, 483 
selecting multiple items, 485 
starting with DAs displayed, 484- 
85 

System file auto-open and, 485 
FontDisplay, 439, 450 
font families 
defined, 351 
FONDs and, 454 
on menus, 455-56 
resource for, 841 
Font Info, 450 
Font menu 

font families on, 455-56 
ID conflias and, 452 
illustrated, 53, 282 
shorthand for font styles on, 362 
size menu, 358 
illustrated, 358 
triangle symbol in, 53, 282 
illustrated, 53, 282 
Font Metrics fsee AFM) 
Fontographer, 448 
fonts, 349-^62 
(also see special charaaers; 

specific fonts) 
advanced font info, 448-61 
basics, 351-67 



fonts, cont'd 

bit-mapped, 353-54, 405-9 
on PostScript printers, 246, 353- 

54 

sampler of, 405-9 
screen fonts vs., 354 
sizes, 356-58 
for Apple printers, 21 2-1 3, 

218 

illustrated, 357 

special character selection with, 
244 

staircasing, 357 

type styles for laser printers, 

244-45 

choking on, 410 
choosing, 362 
defined, 351 
on dot-matrix printers 
sizes for ImageWriters, 21 2-1 3, 
218 

styles, 245, 355 

downloadable, 239, 242^3, 354- 

55 

downloading, 239-42 
defined, 354-55 
LaserStatus utility for, 240-42 
overloading the memory, 248 
for Draft mode, 219 
editing utilities, 447-48 
families 
defined, 351 
FONDs and, 454 
on menus, 455-56 
fractions, 374-75, 403-4 
Creeking small fonts, 109 
ID conflicts, 256, 257, 449-53 
information for, 485-86 
on ink-jet printers, 206-7 
installing in files, 485 
kerned pairs, 457 
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fonts, cont'd 
on laser printers, 239-49 
bit-mapped fonts on PostScript 
printers, 246 
downloadable fonts, 239 
downloading fonts, 239-42 
icons for, 243 

LaserStatus utility for, 240-42, 
249 

LaserWriter built-in fonts, 201 
on LaserWriter I's, 247-49 
oblique cuttings, 248 
outline fonts in paint programs, 
246 

preparing disks for rented 
LaserWriter, 255-56 
printer files for, 242-43 
special characters, 244 
speed and, 243-44 
storing downloadable fonts, 
242-43 

styles, 244-45, 356 
substitutions, 246-47 
in The Macintosh Bible, 41 1 
managing, 483-86 
menus for, 439-40 
names 

families on menus, 455-56 
font menu shorthand, 362 
printer font filenames, 361 
renaming, 361 

same name/different publisher, 
456-57 

weights and, 360 
outline, 353-55, 410-35 
bit-mapped graphics and, 246 
EPS outlines vs., 354 
folders other than system for, 
440 

in paint programs, 246 
in ROM, 201,239 
sampler of, 410-35 
sizes, 358-59 



fonts, cont'd 

special character selection with, 
244 

speed and, 244 
TrueType and, 325, 355 
PostScript, 212-13,353-54 
printing charts of, 438-39 
public-domain, 409, 434-35 
reference works for, 366-67 
resources for, 841 
screen fonts, 212-13 
ATM utility for, 440-41 
bit-mapped fonts vs., 354 
Chicago, 71 
customizing, 491 
Geneva, 71 
Monaco, 219 

outline fonts and, 354, 359, 
440^3 
printing, 354 
renaming, 361 
in ROM, 71 
substitutions, 453-54 
on Viking monitors, 109 
sets of, 362-63 
sizes 

for Apple printers, 21 2-1 3, 21 8 
bit-mapped fonts, 356-58 
conflicts, 453-54 
font viewing template for, 363- 
66,910 

missing from menu, 452-53 
outline fonts, 358-59 
rules for judging, 359 
terminology for, 352 
tiny fonts, 360 
Type 3 fonts and, 448 
small caps, 404-5 
special characters, 367-76 
special fonts, 376-405 
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fonts, coat'd. 
styles 

on dot-matrix printers, 245, 355 
font viewing template for, 363- 
66,910 

on laser printers, 244-45, 356 
special styles, 360-61 
substitutions, 246-47 
unexpected, 453-54 
System 7 and, 204, 325 
table of contents for chapter, 350 
terminology, 351-52 
TrueType for, 325 
Type 1 vs. Type, 3, 448 
typographic effects 
with graphics programs, 375- 
76, 444^5 

illustrated, 375, 444-46 
utilities for, 443-47 
utilities, 436-48, 483-86 
viewing 

ID numbers, 450-51 
template for, 363-66, 91 0 
weights, 360, 454 
when not needed, 213 
FONTS (ID numbers), 449-50 
FontShare, 312, 801 
FontSizer, 442-43 
Font Substitution option, 246 
food and drink symbols, 389 
foreign abbreviations, 369 
foreign accent marks, 369 
foreign alphabets (non-Roman), 
397-99, 408 

foreign files (see exporting files; 
importing files) 

foreign letters and letter combina- 
tions, 369 

foreign punctuation marks, 370 
Formal 421 (font), 418 
illustrated, 418 

formatting disks (see initializing 
disks) 



formed-character printers, 1 96-97 
forms, software for, 887-88 
For the Record, 885 
forward delete key, 1 1 6, 1 1 8, 284, 
285 

fountain pen, illustration of, 738 
four-bit color, 1 04 
400K drives, 143-44 
400K (single-sided) floppy disks, 
138, 139, 143-44 
reinitialized as 800K, 1 48 
451® Fahrenheit, 144 
4th Dimension, 634-35 
FoxBASE, 641-42 
FPD (full-page display), 106-7 
fractions, 374-75, 403-4 
fragmentation 
of hard disks, 1 75-76 
defragmenting, 176 
illustrated, 175-76 
of memory, 330-31 
Frankfurter (font), 423 
illustrated, 423 
Freehand, 694-95, 725-29 
Clipboard and, 310 
deleting elements or parts, 728 
deseleaing from keyboard, 727 
DeskWriter and, 206 
drawing from the center out, 727 
Illustrator vs., 694-95 
moving the info bar, 726 
PostScript printers and, 200 
resizing, optimal, 728 
review of, 694-95 
text 

block manipulations, 729 
kerning, 728 
scaling on a path, 729 
tips for, 725-29 
tools 

changing temporarily, 726 
keyboard selection of, 727-28 
illustrated, 728 
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FreeHand, cant'd. 
transformation dialog boxes, 728 
ungrouping basic shapes, 727-28 
zooming, 727 

free software (see bootleg software; 

public-domain software) 
FreeTerm, 717 , 909 
freeware fsee public-domain soft- 
ware) 

freezes (hangs), 107, 531 
(also see system errors) 
fruit, illustrations of, 34, 48 
fruit symbols, 389 
Full Impact, 662-63 
full-page display, 106-7 
FullWrite Professional, 556-57 
function keys, 116, 468 
fun, Mac supposed to be, 25 
furniture 

(also see ergonomics) 
cheap but effective, 1 26-27 
MacTable, 1 28 
monitor stands, 1 28-29 
writing boards, 127-28 
Futura (font), 41 4 
illustrated, 414 
future fsee things to come) 
fx (see Mac ll's) 

G 

"g," distinguishing fonts by, 428 
games, 815-16, 832-36 
garden tools, illustration of, 737 
Carell, Lynne, 391 
garlic, illustration of, 130 
Catsby Light (font), 421 
illustrated, 421 
Gazelle (font), 420-21 
Formal 421 vs., 418 
illustrated, 375, 420-21 
typographic effects with, 375 



GDT Softworks 
JetLink Express, 207 
PrintLink Collection, 200 
Geagan, J., 489 
geisha, illustration of, 628 
General cdev, 472-74 
illustrated, 473 

General Computer, Personal Laser 
Printer, 200 
general errors, 530 
(also see alert boxes) 
general principles, 23-68 
table of contents for chapter, 24 
generic hard disks, 1 70-71 
Geneva (font), 71 , 405 
(also see Helvetica) 

Helvetica substitution for, 246 
hyphens and en dashes in, 373 
illustrated, 405 

geometric shapes, 384, 392-93 
Get Info 

folder information, 291 
MultiFinder memory allocation 
and, 328-29 
illustrated, 329 
rebuilding desktop and, 1 50 
system version information, 318 
Giaimo, Gail, 905 
gig (gigabyte), 136-37 
gigabytes, 136-37 
Gill Sans (font), 427 
illustrated, 427 
giraffe, illustration of, 1105 
glare, 126, 264 
Glider, 910 
global backups, 521 
global macros, 343 
Globe, 512 

Glossaries, 546, 568-69 
glossary, about, 1 7 
Glypha Oblique (font), 248 
Glypha Roman (font), 248 
GOfer, 495 
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Golden Type (font), 425 
illustrated, 425 
goldfish, illustration of, 740 
good features (see very good feature) 
good information, where to find, 
897-91 1 

table of contents for chapter, 898 
Gorilla (font), 427 
illustrated, 427 

gorilla signature, illustration of, 572 
Gosnell, Marsh, 802-3 
gossip/trivia (margin icon) 
about, 1 7 

basic Mac hardware, 75, 84, 1 08, 
113 

basic Mac software, 305, 307, 314 
communicating between comput- 
ers, 804 

education and entertainment, 822 
fonts, 352, 405,412, 427 
general principles, 29 
miscellaneous hardware and 
accessories, 270 
printing, 202, 223, 228, 238 
storage and memory, 137, 144 
troubleshooting, 522, 530 
utilities, 474, 479 
word processing, 555, 569, 601 , 
619 

Goudy Heavyface (font), 41 5 
illustrated, 415 
grammar alert, 307-8 
Grant's Tomb Contest, 1 44 
graphical interface, 49-50 
graphics, 689-739 
(also see specific graphics pro- 
grams and types of programs) 
basics, 691-93 
bit-mapped 

converting to PostScript, 695 
described, 691 
distorted in word processing 
files, 574-75 



graphics, cont'd. 

importing to HyperCard, 858 
Linotronic typesetters and, 256 
outline fonts and, 246 
page-setup options for Laser- 
Writer, 227-28 
scaling, 700-701 
utilities for, 497-98 
Clipboard and, 31 0-1 1 
Clipper and, 310 
draw programs 
nudge commands with, 338 
outline fonts and, 246 
tips for, 71 6-1 8 
typographic effects with, 375- 
76 

formats for, 692-93 
halftoning on LaserWriter, 257-59 
maximum image size on Laser- 
Writer I, 234-35 
for mimeograph stencils, 224 
page-setup options for Laser- 
Writer, 227-28 
paint programs 
nudge commands with, 338 
outline fonts in, 246 
tips for, 699-704 
PostScript-based, 691-92, 693 
printing high-quality, 220 
smoothing for LaserWriter, 227 
table of contents for chapter, 690 
utilities, 497-98 
Graphisoft, ArchiCAD, 697-98 
grave accent, 214, 369 
grayed commands, 52 
grayed icons, 293-94 
disk ghosts, 294-95 
illustrated, 294 
gray-scale 

with color monitors, 1 04 
monitors, 1 03, 1 06, 1 07, 1 09 
Great Gantt!, 886-87 
illustrated, 887 
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Great Wave Software 
ConcertWare Plus, 831-32 
CrystalPaint, 823 
KidsTime,817-18 
Creek alphabet, 398-99 
Creeking, 1 09 
Gregorian (font), 421 
Daily Tribune font and, 430 
illustrated, 421 
Old English font and, 425 
Gropius, Walter, 427 
growth disease, 44 
guarantees for software, 41 
guide for beginners (see beginners' 
guide) 

guillemets, 370, 604 
Cuts (font), 429 
illustrated, 429 

H 

Hacker (font), 377, 407 
illustrated, 377 

halftones on LaserWriter, 257-59 
Hall, Neale, 230 
halogen lamps and floppies, 1 45 
Hammermill, 250 
hand symbols, 384, 390 
hangs (freezes), 107, 531 
(also see system errors) 
hard disk icon 
macro for opening, 347 
missing on Mac ll's, 92 
hard disks, 160-81 
(also see backups; hardware; RAM 
disks; SCSI devices) 
access time, 31 
backup programs with, 522 
basic information, 133-42 
brands of, 1 63-71 
buying tips, 33-34, 1 62-71 



hard disks, coat'd. 
capacity of, 1 36-37, 1 39, 1 40-^1 , 
163 

formatted vs. unformatted, 1 39, 
140-41, 163 
illustrated, 141 
caring for, 1 71 
carrying case for, 166 
cartridge hard disks, 1 68-71 , 520- 
21 

defragmenting, 176 
$/meg, 1 62-63 

Finder memory allocation for, 330 
fragmentation, 1 75-76 
illustrated, 1 75-76 
games and, 815 
housekeeping files on, 1 39-41 
how they work, 138 
initializing, 138-39 
interleave ratio of, 1 77-78 
illustrated, 1 77 
internal 

external vs., 1 62 
SCSI ID number for, 1 53 
on LaserWriter UNIX, 203-4, 234 
macro for opening icon, 347 
missing icon on Mac ll's, 92 
necessity of, 1 61 -62 
noise from, 173-74 
organizing, 1 72-73, 1 79 
partitioning, 178-81 
RAM cache and, 1 89 
SCSI devices, 153-60 
speed and, 31 , 1 63, 1 74, 1 77-78 
starting and turning off, 1 71 
accidentally shutting off, 171- 
72 

substrate of, 1 38 
terminators built in, 155 
volumes, 178 
warranty for, 1 62, 1 64 
hard space, 565-66 
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hardware 

(also see printers; specific items 
and models) 
basic Mac, 69-129 
table of contents for chapter, 70 
buying tips, 31-34 
price of, 32, 33-34 
reliability of, 31-33 
when to buy, 33-34 
CD-ROMs, 271-72 
ergonomics, 1 24-29 
floppy drives, 143-52 
games and upgrades, 81 5 
hard disks, 160-81 
keyboards, 114-21 
mice and mouse substitutes, 121- 
24 

miscellaneous hardware and 
accessories, 261-78 
table of contents for chapter, 
262 

models of the Mac, 71-86 
monitors, 98-114 
networking, 790-91 , 792, 794, 
795-96, 797, 803 
scanners and digitizers, 272-73 
SCSI devices, 153-60 
System 7 requirements, 323 
tips on, 86-88 
compact Macs, 93-96 
disclaimer for, 8 
Mac Portable, 96-98 
Mac II, 88-92 

hardware, miscellaneous, and 
accessories, 261-78 
table of contents for chapter, 262 
Harriman, Cynthia, 904 
Harry (font), 429 
illustrated, 429 
Hasse, J. A., 30 
Hayes 

InterBridge, 796, 797 
modem standard of, 774 



HD Backup, 522 
heads, disk drive, 138 
HeapFixer, 1 88 
heaps, 1 88, 533 
heat 

CD-ROMs and, 271 
floppy disks and, 144^5 
LaserWriters and, 238 
Macs and, 268-69 
help balloons, 324 
Help key, 116 
Helvetica (font), 411,416 
(also see Geneva) 
fractions in, 403-4 
illustrated, 41 1, 416 
name of, 405 

substitution for Geneva, 246 
type styles for, 244 
Helvetti, 405 
Hensler, Bill, 853-54 
Herman, Woody, 412 
heron, illustration of, 192 
Hertzfeld, Andy, 507, 907 
hertz (Hz), defined, 99 
Hewlett-Packard 
DeskJet Plus printer, 207 
DeskWriter printer, 195, 206-7 
LaserJet toner cartridges, 252 
hex dumps, 220-21 
"hey you — do this" approach, 54 
Hidden Agenda, 825 
hierarchical menus, 287-88 
hierarchy of commands, 35 
high-density floppy disks (see 1 ,4MB 
(high-density) floppy disks) 
high-density floppy drives (see 
SuperDrive) 

highlighted commands, 52 
high profile SIMM, 183 
highway signs, 393-94 
Himmler, Heinrich, 26 
Hinde, Lee, 681 
hinting in fonts, 448 
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Hobo (font), 414 
Hoboken font and, 433 
illustrated, 414 
Hoboken (font), 433 
Hoffman, Paul 
about, 21 

contributions by, 21 9, 440, 488, 
494, 519-20, 557, 591-92, 785, 
787, 843 

Santa Monica font of, 409 
holiday images, 731 
Hollywood (font), 409 
illustrated, 409 
Hope, Bob, 824 
horses, illustrations of, 1013 
hot spot of pointer, 50 
illustrated, 50 
hot tips (see very hot tip) 
hot tub, illustration of, 733 
hourglass, illustration of, 812 
house in winter, illustration of, 19 
housekeeping files, 139-41 
housekeeping guidelines, 51 7-1 8 
hpat virus, 527 
hubris, 30 

Human Interface Guidelines, 68 
humans, illustrations of, 22, 359, 
732, 733, 737, 738 
humidity, paper and, 249-50 
humor, who to blame for, 1 8 
Hungarian umlaut, 373 
HyperArrays, 860-61 
HyperCard, 850-51, 854-71 
attaching fonts and DAs to stacks, 
865 

Automation Croup and, 860 
buttons 

changing pointer over, 871 
finding, 855 
identifying, 863 

selected text and autohilite, 867 
simulating dimmed, 865 
Closer command, 863 



HyperCard, cant'd. 
copying 

locked text, 855-56 
text with fields, 857 
Culture 1 .0, 825 
databases vs., 850 
deleting cards, 857 
dialing with, 856 
dialog boxes, hiding, 869-70 
election of '88 on, 824 
The Electronic Whole Earth 
Catalog on, 826 
element limit, 864 
escaping menus, 283 
Farther command, 863 
fields 

copying text with, 857 
cover fields, 868-69 
illustrated, 868 
identifying, 863 
zooming, 870-71 
HyperArrays, 860-61 
HyperDA for, 859 
HyperMedia Group and, 860 
importing bit-mapped graphics, 
858 

keyboard equivalents, 855, 857, 
862, 863 

list box simulation, 865-66 
The ManHole and, 819 
menu bar toggle, 855 
moving shapes while drawing, 
858 

1 01 Scripts and Buttons for 
HyperCard, 860 
opening stacks quickly, 855 
pasting tips, 859 
pointer, changing, 863-64, 871 
quitting applications, 858 
retracing steps in, 857-58 
scripts, tips for, 861-62 
scroll bars, hiding, 867-69 
selected text, autohilite and, 867 
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HyperCard, cant'd. 
selection reaangle, changing to 
lasso, 859 

sounds for stacks, 276 
SuperCard vs., 852-53 
tips 

for programmers, 860-71 
for users, 854-60 
tools, selecting quickly, 855 
user level, changing, 856-57 
visual effects, 855, 864 
XCMDs, 851 
HyperDA, 859 
HyperMedia Croup, 860 
HyperTalk (see HyperCard, scripts) 
hyphens vs. dashes, 373, 564 
hysterical rant, 804 
Hz (see hertz) 

I 

lAC (interapplication communica- 
tion), 326 
I-beam pointer 
insertion point vs., 563-64 
italics and, 47-48 
IBM PC and compatibles (see PC) 
IBM PC and Macintosh Networking, 
809 

Icon-lt!, 490 
icons 

(also see specific icons) 
alias, 323-24 
aligning, 301-2 
alphabetizing, 302 
beginners' guide, 49, 54, 68 
changing with ResEdit, 845-46 
illustrated, 845-46 
for commands, 490 
disk icon, 319, 347 
dragging around desktop, 55 
illustrated, 55 
finding, 299 



icons, cant'd. 
fonts for, 378 
ghosts of disks, 294-95 
gray shades of, 293-94 
illustrated, 294 
for laser printer fonts, 243 
illustrated, 243 

margin icons in this book, 1 6-1 7 
Naimanizing, 302-5 
changing desktop grid vs., 849 
illustrated, 303, 304, 305 
naming, 55, 288 
opening, 56, 68 
organizing in folders, 60, 1 73, 
301-5 

packing in window, 304-5 
illustrated, 305 
resources for, 841 , 845-46 
sad Macs, 532, 538-39 
selected and unseleaed, 54 
illustrated, 55 
for startup disk, 319 
suitcases, 483 
illustrated, 483 
for system folder, 61,311 
illustrated, 61, 31 1 
viewing by, 60-61 , 61 , 1 40 
viruses and, 527 
ID numbers 
of bombs, 535-38 
of fonts 

conflicts, 256, 257, 449-53 
for Page Studio Graphics fonts, 
379 

renaming screen fonts and, 361 
utilities for displaying, 450 
SCSI device addresses, 153-54, 
156 

Igra, Mark, 492 
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Illustrator, 694-95, 723-25 
arrow keys with, 725 
artwork created with, 542 
Clipboard and, 310 
DeskWriter and, 206 
drawing from the center out, 724 
duplicating objects, 724 
Freehand-Pen tool switch, 723 
FreeHand vs., 694-95 
grabber hand shortcuts, 723 
illustrations created by, 1 30, 542 
line angle, 724 
page breaks missing, 725 
partial tracing, 725 
illustrated, 725 
PostScript printers and, 200 
reduction and magnification, 723 
review of, 694-95 
Streamline and, 695 
temporary tool changes, 723 
tips for, 723-25 
ungrouping basic shapes, 724 
Image Club 
Digit-Art, 736-37 
illustrations from, 737 
fonts, 426-31 
illustrated, 426-31 
TIFF format photographic images, 
738 

images fsee graphics) 
imagesetters 
(also see printers) 
described, 1 95 
PostScript imagesetters, 201 
proofing on LaserWriter for, 256 
renting time on, 255 
remote typesetting from Mac disks, 
257 

resolution of, 196 



ImageWriter, 1 95 
changing printers and, 211-12, 
235 

Chooser dialog box for, 209 
illustrated, 209 

envelope printing on, 223-24 
font sizes for, 21 2, 21 8 
gibberish from (hex dumps), 220- 
21 

icon for, 208 
illustrated, 208 

ImageWriter LQ, 1 97-98, 1 99 
font sizes for, 21 2 
free printer exchange, 225 
network bug with, 225 
print head sticking, 225 
squished lines from, 225 
ImageWriter 1, 197 
floppy disks and, 145 
font sizes for, 212 
ImageWriter II, 197 
floppy disks and, 145 
font sizes for, 212 
print quality switches on, 21 9 
mimeograph stencil cutting on, 
224 

models, 1 97-98 
pauses during printing, 220 
printer driver for, 208 
print modes, 218-19 
pauses during printing and, 220 
ribbons for, 222 
print spoolers for, 21 7 
resolution of, 195 
ribbons, 221-22 
for mimeograph stencils, 224 
Ruler length and, 573 
sheet-feeder for, 222-23 
substitutes for, 1 98-200 
Tall Adjusted setting, 195, 220 
tips on, 218-25 
type styles on, 245 
Imaging Products, 250-51 
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important warning (margin icon) 
about, 1 7 

basic Mac hardware 
general hardware tips, 86 
keyboards, 1 1 9 
monitors, 101, 1 07, 1 12 
tips on compact Macs, 93 
tips on Mac M's, 89, 91 , 92 
tips on the Mac Portable, 96 
basic Mac software 
global and desktop macros, 345 
miscellaneous desktop tips, 343 
MultiFindertips, 329 
system folder and startup disks, 
313, 317,319 

tips on icons, files, and folders, 
290, 292 

tips on windows, 299 
communicating between comput- 
ers, 774, 782,812 
databases 
basics, 633 

FileMaker tips, 644, 646 
general tips, 642 
programs, 636 
Works tips, 654 

education and entertainment, 815 
fonts, 377, 380, 420, 449, 450, 
456 

general principles 
software buying tips, 40, 41 , 43, 
44 

Ten Commandments, 27, 28, 30 
graphics, 713, 719 
miscellaneous applications, 891 
miscellaneous hardware and 
accessories 
CD-ROMs, 271 
miscellaneous hardware and 
accessories, 276, 277 
protecting your Mac, 265, 266, 
269 

proteaing yourself, 264, 265 



imponant warning, cant'd. 
page layout, 744, 765 
printing 

advanced printing tips, 256 
basic printing tips, 21 2, 21 4 
fonts on laser printers, 243, 247 
ImageWriter tips, 221 
laser printer supplies, 251 
LaserWriter tips, 233, 236, 237 
printers that work with Macs, 
207 

programming 
ResEdit, 841,849 
tips for HyperCard program- 
mers, 865, 867, 871 
tips for HyperCard users, 856, 
857 

spreadsheets, 660, 666 
storage and memory 
basics, 1 42 

floppy disks, 143, 144, 145, 
146, 147, 148, 149, 150 
hard disks, 1 67, 1 71 , 1 76 
memory upgrades, 1 83, 1 84 
SCSI devices, 155, 156, 157 
troubleshooting, 518, 528, 540, 
541,542 
utilities, 472, 484 
where to find good info & inex- 
pensive software, 905 
word processing, 595, 620 
importing files 
buying software and, 37-38 
non-Mac word processing files, 
574 

word processors and, 546 
incremental backups, 521 
index, about, 1 7 

indexes, buying software and, 39 
indicators in menus, 281-83 
Individual Software, 101 Macros for 
Excel, 663-65 
industrial symbols, 394 
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inexpensive software, where to find, 
897-91 1 

table of contents for chapter, 898 
Infinity 40 Turbo hard disks, 1 70 
infinity sign, 370 
information services, 784-88 
(also see telecommunications) 
basics, 784-85 
saving time and money, 788 
information, where to find, 897-91 1 
table of contents for chapter, 898 
Informix, 661-62 
Infosphere, 796-97 
In-House Accountant, 880-81 
Init CDEV (utility), 471 
initialization files fseeinits) 

Initialize button, 139 
initializing disks, 138-39 
aborting initialization, 139 
Erase Disk command and, 142, 
147 

formatted vs. unformatted capac- 
ity, 139, 140^1, 163 
interleave ratio and, 1 78 
reinitializing, 142 
INITInfo, 906 
Init Manager, 471 
INITPicker,313,470 
illustrated, 471 
inks 

clashes, 469-70 
crashes and, 533, 534 
deleting, 469 
described, 467-68 
folder for, 313 
init managers, 470-71 
installing new system and, 316 
label when viewing by name, 311 
out of memory messages and, 1 87 
SCSI device problems, 158 
Init (utility), 471 

ink bottle and quill, illustration of, 
734 



ink-jet printers, 205-7 
(also see printers) 
described, 195 
DeskJet Plus, 207 
DeskWriter, 206-7 
Diconix Ml 50 Plus, 205-6 
insects in Mac Portable screen, 97- 
98 

insertion point 
blink rate, 473 
I-beam pointer vs., 563-64 
italics and, 47-48 
Insignia Solutions, 809 
Installer program, 316 
installing 

new system, 31 6, 31 7 
re-installing system, 316-17 
SIMMs, 1 84-85 

interapplication communication 
(lAC), 326 

InterBridge, 796, 797 
interleave ratio, 1 77-78 
accelerator boards and, 274 
illustrated, 1 77 

International Typeface Corporation 
(ITC),410 
Internet, 797-98 
lnter«Poll, 800 

interpreters vs. compilers, 839 
interrupt button, 90 
introduction, 13-15 
invisible files 

as protection scheme, 540, 541 
in system folder, 313, 528-29 
Italia (font), 415 
Citi Light font and, 426 
illustrated, 415 
italics 

I-beam pointer and, 47-48 
inconsistent commands for, 36-37 
on laser printers, 244-45 
spacing after, 564-65 
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ITC,410 

ITC Benguiat (fonO, 41 1 -1 2, 41 6-1 7 
curly quotes in, 566-67 
hyphens and en dashes in, 373 
illustrated, 411-12, 416-1 7 
size of, 359 
type styles for, 244 
ITC Benguiat Gothic (font), 417 
illustrated, 417 
ITC Machine (font), 41 5 
illustrated, 415 
ITC Pioneer (font), 41 9 
illustrated, 419 
IW (see ImageWriter) 

Ixtapa (font), 434 
illustrated, 434 

J 

Jam Session, 832 
Japanese clip art, 734 
Japanese versions of The Macintosh 
Bible, 14-15 

Japanese women, illustration of, 

628, 770 

Jasmine hard disks, 164-65, 167 
Jauregui, Ann, 1 1 
Jesus, illustration of, 732 
JetLink Express, 207 
Jobs, Steve, 1 1 4 
jokes, who to blame for, 1 8 
JoliWrite, 494 
Jott (font), 422 
illustrated, 422 
Juggler (see Foni/DA Juggler) 
juke box, illustration of, 734 

K 

K (see kilobits; kilobytes) 

Kadyk, John 
about, 21 

contributions by, 635-36, 641-42, 
644, 794-98 



Kells (font), 421 
illustrated, 375, 421 
typographic effects with, 375 
Kensington 
cables from, 278 
glass screen filters from, 263 
long ADB keyboard cables, 1 1 9 
monitor stands, 1 29 
stands for Mac M's from, 278 
TurboMouse trackball, 123 
Kenton, Stan, 412 
kerned pairs, 457 
kerning, 352, 457 
Kesey, Ken, 81 
Keyboard cdev, 474-75 
keyboard equivalents, 53, 283-86 
(also see specific programs) 
chart of, 285 
illustrated, 53, 283, 285 
macro command precedence over 
menus, 344 

macros for assigning, 343-45 
modifier keys, 284-85 
illustrated, 284-85 
remembering, 285-86 
symbols for keys, 284-85 
keyboard mapping, 1 1 9-20 
Keyboard Protector, The, 266-67 
keyboards, 114-21 
ADB keyboards, 77, 81, 115-18 
for classic Macs, 75-76 
command cluster, 1 1 6 
Control Panel settings, 474-75 
Data Desk MAC-101, 120 
Dvorak keyboard layout, 1 1 9 
evolution of, 1 1 4-1 6 
function keys, 1 1 6 
input ignored, 531 
Keytronic MacPro ADB, 120-21 
for Mac Plus, 76, 1 1 4 
for Mac Portable, 81 
for Mac SE, 77 
mapping, 119-20 
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keyboards, coat'd. 
original keyboard, 114 
illustrated, 114 
protecting, 266-67 
special characters by 
Cairo (font), 391 
Carta (font), 397 
standard characters, 368 
Zapf Dingbats (font), 386-87 
wish-lists for, 117-18 
key-caps 

conventions in this book for, 1 8- 
19 

fonts, 377-78 
Key Caps (DA), 436-37 
illustrated, 436, 437 
keypad esc key, 284-85 
keypad, numeric (see numeric 
keypad) 

Key Repeat Rate setting, 474-75 
keys 

for ASCII codes, 457-61 
conventions in this book for, 1 8- 
19 

modifier keys, 284-85 
symbols for, 284-85 
Keytronic, 120-21 
KidsTime, 817-18 
kilobits, 181 
kilobytes, 135-37 
kind, viewing by, 61, 289 
Kinetics, FastPath, 796 
kitchen sink, program including, 
697-98 
Klondike, 910 
Kodak, 195, 205-6 
Kohl, Louise, 900 
koi, illustration of, 740 
Koontz, Ty, 1 7 
Korinna (font), 413, 417 
illustrated, 413, 417 
Kremlin, illustration of, 982 



L 

labels 

DeskWriter and, 207 
for laser printer, 251 
postal labels, 409 
removing from floppy disks, 152 
landscape monitors, 101, 106 
languages (see programming; 

specific languages) 

LANs (local area networks) (see 
networks) 

laptop computer, 275-76 
Larger Print Area option, 228 
Laserboard New York, 783 
laser diodes cover, cleaning, 237 
LaserJet toner cartridges, 252 
LaserOneCopy, 802-3 
laser perf paper, 223 
LaserPrep file, 226 
laser printers, 200-205 
(also see fonts; LaserWriter; 

printers; SCSI devices) 
described, 1 95, 200-201 
fonts on, 239-49 
hangups, 229 
LaserWriters, 201-5 
tips on, 225-39 
placement of, 237-39 
PostScript vs. non-PostScript 
printers, 200-201, 225-26 
printing deep blacks, 235-36 
printing envelopes and labels, 
233-34, 251 
print spoolers for, 21 7 
resolution of, 196 
supplies, 249-54 
paper, 249-52 
toner cartridges, 252-54 
type styles on, 244-45 
LaserStatus, 240-42, 249 
illustrated, 241, 242 
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LaserWriter, 1 95 
(also see fonts) 
abuse of, limiting, 802-3 
black area printing, 235-36 
buying used, 204-5 
care and maintenance of, 236-37 
changing printers and, 21 1-1 2, 
235 

Chooser dialog box for, 209 
illustrated, 210 
distinguishing models, 204-5 
illustrated, 204 

flashing messages and lights for, 
231 

fonts on, 239-49 
built-in fonts, 201 
halftoning on, 257-59 
hangups, 229 
heat and, 238 
icon for, 208 
illustrated, 208 
LaserPrep file for, 226 
LaserWriter I's, 201-2 
fonts on, 247^8 
maximum image size on, 234- 
35 

printing back to front, 228-29 
printing on nonstandard stock, 
251-52 

LaserWriter Plus, 201-2 
LaserWriter It's, 200, 202-4 
feeding single sheets on, 229 
models, 202-3 

NTX model with hard disk, 203- 
4, 234 

SC model, 202, 212, 225-26 
toner cartridge warning light, 

254 

which to get, 203-4 
manual for, 233 
naming, 226 

noise and placement of, 237-39 
page-setup options, 226-28 



LaserWriter, cant'd. 
print-density dial on, 252 
printer driver for, 208 
resolution of, 1 96 
Ruler length and, 573 
startup page 

buying used machines and, 205 
identifying models from, 204-5 
turning on and off, 229-30 
stationery and envelope printing, 
233-34 

supplies, 249-54 
paper, 249-52 

toner cartridges, 234, 252-54 
tips on, 225-39 
warmup time for, 230-31 
white streaks on printout, 236 
Last Supper, illustration of, 732 
launching (see starting) 

Lau, Raymond, 493, 510, 777 
Law 

Murphy's, 29-30 
Sturgeon's, 30 
Layout (uti I ity), 49 1 , 9 1 0 
LCD macros, 343 
leading of fonts, 352, 546, 569 
leasing time on PostScript devices, 
255-56 
legal notices, 8 
legal software, 884-85 
legal symbols, 370 
Leitch, Jim, 506, 510 
Lester (cordless) mouse, 1 22 
letterhead 
custom, 570-72 

printing on LaserWriter, 233-34 
LetterPerfect fonts, 432-33 
illustrated, 432-33 
letter-quality printers, 196-97 
letters from readers, 1 1 
Letter Writer Plus, 563 
Levco, 274 
Liaison, 796-97 
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Liberty (font), 424 
illustrated, 424 
Liberty Systems, 1 65-66 
lighter fluid, 152 
lighting 

ergonomics of, 1 26 
Mac Portable screen and, 97 
lightning, protecting against, 265- 
66, 782 

Lightwave Technologies, 1 22 
Lindenberg, Joachim, 799 
Linear B (font), 397 
illustrated, 397 
line art, 257-58 
line breaks, drivers and, 212 
line spacing (see leading of fonts) 
lines per inch (see Ipi) 

Linotronic typesetters, 1 96, 201 , 256 
lips, illustration of, 348 
Lisa computer, 78 
list boxes, 64, 507 
illustrated, 64 
listing (see viewing) 
lithium battery (see battery) 

Lithos (font), 415 
illustrated, 415 
Little Mac Book, The, 905 
LivingVideoText, More, 613-14, 
615-19 

lobster, illustration of, 737 
local area networks (LANs) (see 
networks) 

LocalTalk 

laser printer placement and, 237 
non-PostScript printers and, 200 
PhoneNETvs., 790-91 
locked fonts, 448 
locking 
files, 293 
security and, 541 
throwing in Trash, 341 
viruses and, 529 



locking, cont'd. 
floppy disks, 151-52 
illustrated, 152 
power switch on Mac ll's, 90 
templates, 339 

locomotive, illustration of, 734 
logical hierarchy of commands, 35 
Long, William, 160 
Looking Good in Print, 753-54 
Lookup, 494-95 
Loos, Anita, 308 

Lost Eleventh Commandment, 30 
Lotus 1-2-3, 807, 808 
Louisiana, illustration of, 733 
low profile SIMM, 183 
Ipi (lines per inch) for graphics, 259 
Lucida Sans Roman (font), 41 5 
illustrated, 415 
L-View monitors, 1 1 1 
LW (see LaserWriter) 

M 

Ml 50 Plus ink-jet printer, 195, 205- 
6 

MAC-1 01 keyboard, 1 20 
Mac Artist, 902 

macBible vs. The Macintosh Bible, 
15 

MacBilliards, 833 
McBoing Boing, Gerald, 340 
MacCables, 278 
MacCalc, 663 
MacCalligraphy, 695-96 
McCal lister, Susan 
about, 21 

contribution by, 557-59 
MacChimney, 270-71 
MacConnection, 33, 129 
MacDraw, 694, 718-22 
Bezier-like curves in, 722 
keyboard equivalents, 71 8-19 
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MacDraw, cont'd. 
lines, angle for, 721 
moving horizontally or vertically, 
719 
objects 

dragging outlines of, 720-21 
illustrated, 720-21 
seleaing all, 720 
outline fonts and, 246 
pastes, placing, 721 
review of, 694 

ruler's zero point, changing, 722 
seleaing 

dragging and, 71 9-20 
like objects, 720 
Pen Pattern, 722 
through layers, 720 
text, copying, 721 
tips for, 718-22 

Mac 51 2/51 2e (see classic Macs) 
MacGuard, 266 
MacGuide Report, 900 
McGuire, Lena, 716-18 
Machine (font) (see ITC Machine) 
Macinfo BBS, 783 
MacinStor hard disks, 1 68 
Macintalk, 818 
MacInTax, 883-84 
Macintosh-Aided Design, 901 
Macintosh Bible, The 
acknowledgments, 1 0-1 2 
artwork in, 13-14 
contributors to 
about, 20-22 
identifying, 18 
earlier editions of, 1 0 
editing of, 18 
fonts used for, 41 1 
howto use, 9, 16-19 
Japanese versions of, 14-1 5 
letters from readers, 1 1 
macBible vs., 1 5 



Macintosh Bible, cont'd. 
ordering copies of, 14 
quarterly updates to, 9 
screen illustrations in, 49, 61 
sending comments on, 784 
software reviews in, 40 
as trademark, 8 
updates for, 1 4 

The Whole Earth Catalog and, 826 
Macintosh Bible Software Disks, 41 , 
471,908-11 

Address Book on, 505-6, 909 
Art by Esther Travis on, 91 0 
Artisto+ on, 497, 91 0 
Blackout on, 500, 91 0 
Calendar DA on, 506-7, 909 
Chinese Menu font on, 434, 91 0 
Clarity on, 497, 910 
Diaionary Helper on, 624-28, 

909 

DisKcepcr on, 489-90, 909 
font viewing template on, 363-66, 

910 

FreeTerm on, 777, 909 
Glider on, 910 
Klondike on, 910 
Layout on, 491, 910 
left brain disk, 909 
ordering, 91 1 

RAM disk utility on, 1 91 , 909 
right brain disk, 910 
Santa Monica font on, 409, 91 0 
Set Clock on, 51 0, 909 
SmartKeys on, 496-97, 909 
Sound Mover on, 476, 91 0 
StartupSndInit on, 91 0 
SuperClock! on, 51 1 , 909 
Tidy It Up! on, 313, 491-92, 910 
To Do! on, 507, 909 
Viewer on, 909 
Macintosh Buyer's Guide, 901 
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Macintosh computers, 71-98 
(also see standard Mac interface; 

specific models) 

Apple ll's and, 809-10 
brightness control, 1 1 3 
chart of models, 73-74 
classic Macs, 71, 73, 75-76, 78 
comparing pairs of, 82-83 
enhancements to standard inter- 
face, 45-48 
glossary of terms, 91 3 
ID number (SCSI) for, 1 53 
installing a new system, 31 6 
Mac family, 71-75 
Mac II won't start, 91 
making the Mac your own, 27 
PC emulation on, 808-9 
protecting, 265-71 
re-installing a system, 316-17 
scan order for startup disk, 31 9 
shipping, 267 
supposed to be fun, 26 
Macintosh Font Book, The, 366-67 
Macintosh Plus Disk Drive Kit, 84 
Macintosh Plus Logic Board Kit, 84 
Macintosh Repair & Upgrade 
Secrets, 1 1 3, 904-5 
Macintosh SE/30 Logic Board 
Upgrade Kit, 85 

Macintosh SE FDHD Upgrade Kit, 
85 

Macintosh Small Business Compan- 
ion, The, 904 
Macintosh trademark, 8 
Macintosh Video News, 903 
MacInUse, 888-89 
Mac Is Not a Typewriter, The, 906 
MacLightning, 622 
Mac-like software, 35-36 
interface enhancements, 45-48 
MacLinkPlus, 807 
Mac»Man, 835-36 
Mac 1 28 (see classic Macs) 



MacPaint, 693 
McPic, 734 
illustrations from, 734 
Mac Plus, 71,73, 75,76 
adjusting voltage on, 95-96 
compared to Mac SE, 82 
cooling, 96 

external floppy drive placement, 
147 

full-page display for, 1 06 
hard disk interleave ratio for, 1 78 
keyboards for, 76, 114 
monitors for, 1 08-9 
power supply failure on, 95-96 
print spoolers and, 217 
system version for, 318 
upgrading, 85 
RAM, 1 84-86 

Mac Portable, 71, 79-81, 96-98 
battery for, 80 
insects in the screen, 97-98 
lighting the screen, 97 
mouse for, 80-81 , 98 
opening the screen, 96-97 
plugging in wall, 80 
system version for, 318 
tips on, 86-88, 96-98 
upgrading RAM on, 80 
MacPro ADB keyboard, 120-21 
MacProducts USA 
Magic hard disks, 1 65 
upgrade kits from, 86 
MacProject, 885-86 
MacRecorder, 276 
MacroMaker, 503-4 
Exposure conflict with, 501 
LCD macros and, 343 
macros for DAs and, 346 
macros for switching applications 
and, 345 

moving macros in, 504 
painting and drawing tools and, 
713-14 

turning off, 503 
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MACropedia, 783 
macros, 343-48 
basic terms, 343 
for closing windows, 346, 347 
for Control Panel settings, 348 
for DAs, 346 
for date stamp, 347-48 
defined, 501 

for Finder commands, 343-45 
for keyboard equivalents, 343-45 
for opening disk icons, 347 
painting and drawing tools and, 
713-14 

precedence of, 344 
reverse-letters, 575 
for switching applications in 
MultiFinder, 345 
utilities for, 501-4 
Mac SE/30, 71, 74, 75, 77-78 
compared to other Macs, 82-83 
hard disk interleave ratio for, 1 78 
name of, 75 

opening the case, 93-94 
programmer's switch, 94 
system version for, 31 8 
tips on, 86-88, 93-96 
upgrading, RAM, 184, 185-86 
Virtual 2.0 and, 192 
Mac SE, 71 , 73, 75, 77 
compared to other Macs, 82-83 
external floppy drive placement, 
147 

fan, quieting, 94-95 
hard disk interleave ratio for, 1 78 
opening the case, 93-94, 95 
programmer's switch, 94 
screen flicker on, 95 
system version for, 318 
tips on, 86-88, 93-96 
upgrading, 85 
RAM, 1 83, 1 84-86 
MacTable, 1 28 
MacTilt, 1 28-29 



MacTography, 404 
Mac llci fseeMac ll's) 

Mac Ilex fsee Mac ll's) 

Mac llfx (see Mac ll's) 

Mac ll's, 71,74, 75, 88-92 
comparing pairs of, 83 
fan on, 91 

hard disk icon missing, 92 
hard disk interleave ratio for, 1 78 
hard disks fitted to, 1 70 
inserting floppies in, 92 
locking the power switch, 90 
Mac II, 78 
Mac llci, 79 
CD-ROM drive and, 92 
Mac Ilex, 78-79 
Mac llfx, 81-82 
SCSI termination and, 1 55 
Mac llx, 78 
opening chord, 89 
opening the case, 88-89 
programmer's switch, 90 
stands for, 278 
startup battery, 91-92 
system version for, 31 8 
tips on, 86-92 
upgrading, 85-86 
RAM, 184, 185, 186 
Virtual 2.0 and, 192 
won't start, 91 
Mac llx fsee Mac ll's) 

MacUser, 552, 899-90 
MacUser UK, 552 
MaeVision, 273 
MaeWEEK, 899 
Macworld, 265, 900 
MaeWrite, 36, 559-60 
magazines, 899-901 
(also see specific magazines) 
how to choose, 899 
Magic hard disks, 1 65 
magnetic storage (see storage) 
magnets and floppy disks, 1 45 
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Mail (Microsoft), 798-99 
mail carrying bird, illustration of, 

735 

mail order management software, 

881 

Mainstay 
AntiToxin, 528 
Capture, 500 
Maitreya Design, 494 
Makeover Book, The, 754 
Managing Your Money, 878-79 
illustrated, 878 
Manhattan (font), 377, 409 
illustrated, 377 
ManHole, The, 819 
manila folder, illustration of, 735 
Manito (font), 433 
illustrated, 433 
man's eye, illustration of, 44 
manual downloading of fonts, 240 
Manual Feed button, 229 
manuals 

buying software and, 39 
confusion not your fault, 26 
indexes for, 39 
for LaserWriter, 233 
shortcomings of, 1 3 
Man with Two Brains, The, 202 
map-making symbols, 391-97 
mapping keys on keyboards, 1 1 9-20 
margin icons, 16-17 
Martin, Steve, 202 
Mass Micro, 1 69-70 
math coprocessor (see coprocessor) 
mathematic symbols, 370-71 , 400- 
401 

Math Whiz (font), 380 
Max, Peter, 424 
may, can vs., 307-8 
MB (see megabits; megabytes) 

MCI Mail, 778-79 
Desktop Express and, 779-80 



media, storage, 1 33 
(also see CD-ROMs; floppy disks; 
hard disks; storage) 
meg (see megabits; megabytes) 
megabits, 1 81 
megabytes, 1 36, 1 37 
megahertz (MHz), 73-74, 75 
(also see upgrading) 
memory 

(also see RAM; ROM; SIMMs) 
allocation, 186-92 
with Multifinder, 328-29, 330 
basics, 133-37 
checking amount of, 1 86-87 
digitized sounds and, 276 
flushing Clipboard and, 309 
fragmentation with Multi Finder, 
330-31 
inits and, 467 

maximum image size and, 234-35 
out of memory messages, 1 87-88, 
248 

Stepping Out and, 509 
and storage, 131-92 
table of contents for chapter, 

132 

storage vs., 1 33-34 
upgrades, 181-86 
virtual memory, 134, 191-92 
memory-management coprocessor, 
73 

menu bar 
defined, 51 

dimmed commands on, 52 
double, 47 

highlighted commands on, 52 
when in doubt, explore, 67, 68 
Menu Blinking setting, 474 
MenuFonts, 439-40 
illustrated, 440 
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menus 

(also see menu bar; speciCic 
menus) 

beginners' guide, 50-53 
changing with ResEdit, 843-44 
illustrated, 844 
double menu bar, 47 
ellipses on, 282 
escaping from, 283 
fonts for fontnames in, 439-40 
hierarchical, 287-88 
indicators in, 53, 281-83 
illustrated, 53, 282 
keyboard equivalents on, 53, 283- 
84 

chart of, 285 

illustrated, 53, 283, 284, 285 
modifier keys, 284-85 
remembering, 285-86 
symbols for keys, 284-85 
large type in, 1 05 
macro command precedence 
over, 344 

Menu Blinking setting, 474 
popup menus, 45, 65 
illustrated, 65 
resource for, 841, 843-44 
scrolling long menus, 53 
special menu creation, 491 
submenus, 53 
illustrated, 53 

tear-off menus, 1 05, 1 07, 283 
tips on, 281-88 
toggles in, 287 
triangle symbols on, 53, 282 
illustrated, 53, 282 
menu titles, 51 
Mercer, Paul, 1 60 
messages (see error messages and 
codes) 

Meta-Law, Murphy's, 29 
Metropolitan (font), 433-34 
illustrated, 433-34 



MHz (see megahertz) 
mice (see mouse) 

Michel, Steve 
about, 21 

contributions by, 276, 335-37, 
643^4, 768, 852-53 
IBM PC and Macintosh Network- 
ing, 809 
mentioned, 39 
Microphone, 776-77 
Microseeds 
BombGuard, 470 
INITPicker, 313, 470 
Redux, 521-22 
Microsoft 

(also see Excel; Word; Works) 
enhancements to standard Mac 
interface, 45-48 
Mail, 798-99 
support from, 552 
MicroTech, 1 70 
Microworld, 276 
mimeograph stencils, 224 
MindWrite, 560-61 
mini-K, 1 36 
minimeg, 136 

mining and industrial symbols, 394 
miniWRITER, 494 
minus sign, 370 

miscarriage and computers, 263 
miscellaneous hardware and 
accessories, 261-78 
table of contents for chapter, 262 
mnemonics for keyboard equiva- 
lents, 286 
Mobius 
monitors, 108 
SE Silencer fan, 95 
MObius, August, 108 
Mobius move, 302 
models of the Mac, 71-86 
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modems 

(also see telecommunication) 
acronym explained, 773 
basics, 773-75 
Hayes compatibility of, 774 
NetModems, 80 
remote typesetting and, 257 
screen bl ankers and, 112-13 
settings for, 774-75 
modifier keys, 284-85 
illustrated, 284-85 
modular Macs fseeMac II) 

Monaco (font) 

Courier substitution for, 246 
ImageWriter Draft mode and, 21 9 
monetary symbols, 370 
Moniterm monitors, 109-10 
Monitor icon, 104, 114 
monitors, 98-114 
(also see screens) 
adjusting brightness, 99 
Apple, 1 1 0 

brightness control, 1 1 3 
color, 103-5 

Color Test Pattern Generator, 1 1 4 
Control Panel settings, 478-79 
ELF radiation from, 264-65 
E-Machines, 1 07, 1 1 1 
external, 274 
flicker, 95, 1 00 
glare, 1 26 

gray-scale, 1 03, 1 04 
L-View, 1 1 1 
for Mac Plus, 1 08-9 
Mac llci and, 79 
Mobius, 108 
Moniterm, 1 09-1 0 
monitor stands, 1 28-29 
monochrome, 99, 1 03 
multiple screens, 114 
pixels, 101-2 

portrait vs. landscape, 101, 106 



monitors, cont'd 
protecting the phosphor, 112-13 
protecting yourself from, 263-65 
radiation shields, 263-64 
Radius, 105-8 
RasterOps, 1 07, 1 1 1 -1 2 
refresh rate, 99-1 00, 1 04 
screen blankers and savers, 1 1 2- 
13, 498-500,512, 798 
screen filters, 263-64 
screen size and resolution, 1 00- 
103 

Test Pattern Generator, 1 1 3 
VLF radiation from, 264 
Monitors cdev, 478-79 
monkey (screech), 340, 475 
monochrome monitors, 99, 1 03 
monospaced fonts 
defined, 351 
hard space and, 565-66 
Monster Cable 

long ADB keyboard cables, 1 1 9 
MacCables, 278 
Monster Mac accelerator, 274 
Monterey (font), 420 
illustrated, 420, 571 
letterhead in, 571 
moof, 228 
Moors, 412 

More, 613-14,615-19 
bullet chart, illustrated, 614 
character formatting, keyboard 
commands, 61 5-1 6 
color and, 1 05 
document windows 
defined, 615 

moving in and out of, 61 7 
opening next window, 61 9 
selecting text in, 617 
exporting from, 618 
graphics, restoring to original size, 
618 
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More, cant'd. 
headlines 

formatting shortcut, 61 8 
jumping to, 61 7 
removing subheads, 619 
selecting, 61 7 

splitting and joining, 61 6-1 7 
tabs and returns in, 61 6 
zero-level, 61 5 
importing to, 618 
infanticide command, 61 9 
keyboard shortcuts 
for buttons, 617 
character formatting, 61 5-1 6 
for formatting, 61 8 
moving around, 61 7 
moving in and out of document 
windows, 617 
ouch sound of, 475 
pasting, indented pastes, 619 
returns in headlines, 616 
search text, automatic entry of, 
617 

selecting tips, 61 7 
Sort dialog box, bypassing, 618 
subheads, removing, 61 9 
tabs in headlines, 616 
tips on, 615-19 
tree chart, illustrated, 613 
underlined document names, 46, 
615 

unsaved file indicator, 46, 615 
windows, full-size, 296 
word count, 61 8 
More II (see More) 

Morrison, Stanley, 405 
Morrissett, Christine, 905 
Morris, William, 425 
mosque, illustration of, 982 
motherboard, 1 82 
Mdtiey Crue, 1 08 
Motorola 68000 series (see 
coprocessor; processor) 



motors and floppy disks, 1 45 
mountain lion, illustration of, 260 
mounting 

hard disk volumes, 1 78 
SCSI devices, 158, 159-60 
mouse, 121-24 
Apple ADB mouse, 1 21-22 
beginners' guide, 50, 54-56 
cleaning, 124 
Control Panel settings, 475 
hardware, 121-24 
Lester (cordless) mouse, 1 22 
Lightwave Technologies, 1 22 
for Mac Portable, 80-81 , 98 
nudge commands and, 338 
pads for, 276-77 
plugging in ADB mouse, 122 
selecting, clicking, and dragging, 
54-56 

doubleclick drag, 337 
shift-clicking, 55, 335-37 
trackballs, 80, 98,122-24 
using on writing board, 1 27-28 
Mouse cdev, 475 
MouseEase, 121 
Mouse Keys (see Easy Access) 
Mouse Tracking setting, 475 
moving (see copying; dragging) 

MS DOS machines (see PCs) 
Mult-Ad Services 
illustrations from, 737-38 
Kwikee In-House Pal Potpourri, 
111 

ProArt, 738 
MultiFinder 
basics, 328-29 
beginners and, 61 
bombs and, 531 
bugs in, 330-32 
CD-ROMs under, 272 
changing startup disks and, 320 
changing to, 332 
Clipboard bug in, 309 
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MultiFinder, cant'd 
crashes and, 534 
DAs and, 334-35 
disabling temporarily, 333 
disk ghosts and, 295 
folder for, 61 

hard disk partitioning and, 1 78 
macros for switching applications, 
345 

memory 

allocating, 328-29, 330 
fragmentation, 330-31 
"Not enough Finder memory" 
message, 330 

out of memory messages and, 
187-88, 328-29, 330 
RAM required for, 181 
More II and, 296 
moving around in, 332 
opening multiple applications in, 
333 

PowerStation and, 488 
RAM cache setting and, 1 90 
rebuilding desktop file and, 1 75 
ResEdit and, 842 
right edge of screen and, 333 
Set Paths and, 492 
shutting down with open applica- 
tions, 333 

as startup application, 321-22, 

328 

System 7 and, 325 
System heap and, 1 88 
tips on, 328-35 
Trash emptying with, 333 
why not to use, 330-32 
multiple monitors, 1 14 
Multi-Scrap, 482 
multi-user database, 632 
Munchers, 822 
Murphy, Captain Ed, 29 
Murphy's Law, 29-30 



Murphy's Meta-Law, 29 
musical symbols, 390 
Music Mouse, 830 
music programs, 830-32 
mu sign, 371,373 
Muzzle, The, 267-68 

N 

NABVICU, 908 
Naiman, Arthur 
about, 20 

comic aspirations of, 1 8 
contributions and editing by, 1 8 
dedication by, 5 
Naiman, Balthasar, 305 
Naimanizing icons, 302-5 
changing desktop grid vs., 849 
illustrated, 303, 304, 305 
Namer utility, 226 
names/naming 
capitalization 
excessive, 31 4 
System vs. system, 315 
conventions for Mac models, 74- 
75 

filenames, 288-89 
grouping, 297-98 
long names, 290 
numbered files, 298-99 
printer font filenames, 361 
starting with period, 522 
starting with spaces, 298 
temp files, 525 
fonts 

families on menus, 455-56 
font menu shorthand, 362 
printer font filenames, 361 
renaming, 361 

same name/different publisher, 

456-57 

weights, 360 



Index I0()5 



nanfies/naming, cant'd. 
icons, 55, 288 
inits, 470 

labels for system folder files, 311- 
12 

LaserWriter, 226 
pathnames, 289 
System 7, 322 
viewing by name, 61 , 289 
nanoseconds, 1 84 
National Association of Blind and 
Visually Impaired Computer 
Users, 908 

National Tele-Press, 881 
natural selection, 30 
Navigator, 785 
Nedry, Larry, 528 
NetBridge, 797 
NetModems, 803 
networks, 789-803 
(also sec rdevs; telecommunica- 
tions) 

addresses, 789 
AppleShare 
CD-ROMs on, 272 
Desktop Manager file and, 180 
file servers and, 792 
AppleTalk, 789 
DeskWriter and, 207 
LaserPrep file and, 226 
Phase 2 of, 792-93 
basics, 789-90 
configurations for, 791 -92 
defined, 789 
E-mail on, 798-99 
FileShare, 326 

hardware, 790-91, 792, 794, 
795-96, 797, 803 
ImageWriter LQ bug, 225 
LANs and WANs, 789 
LaserPrep file and, 226 
LaserWriter printer name for, 226 



networks, cant'd. 

LocalTalk 

laser printer placement and, 237 
non-PostScript printers and, 200 
PhoneNETvs., 790-91 
NetModems for, 803 
nodes, 789 

PC-Mac file transfers, 807 
PC-Mac networking, 806-7, 809 
protocols, 789 
serial servers for, 803 
software, 789, 792-803 
System 7 and, 326 
utilities, 799-803 
zones, 790 

New Century Schoolbook (font), 41 2 
illustrated, 412 

new font number table (NFNTs), 

379, 449-50 

New Jersey Mac User Croup BBS, 
783 

New Print Architecture, 325-26 
newsletters, 901-3 
(also see specific newsletters) 

New Yorker (font), 429 
illustrated, 429 
New York (font), 405 
(also see Times) 

Times substitution for, 246 
New York State Department of 
Health, 264 
nFLU virus, 527 
NFNTs, 379, 449-50 
nibble, defined, 135 
Nicholas Cochin (font), 423 
illustrated, 423 
Nichols, George E., 29 
Nimoy, Leonard, 661 
Nisus, 552-56 

enhancements to standard Mac 
interface, 46-47, 553 
etymology of, 555 
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Nisus, cant'd. 

printing-in-progress box for, 215 
reviews of, 552-56 
starting from templates, 340-41 
NJMUG BBS, 783 
noise (see sounds) 

Nolo Press 

Everybody's Guide to Small 
Claims Court, 31 
For the Record, 885 
WillMaker, 884-85 
non-Roman alphabets, 397-99, 408 
NoRad, 263 
Nordic (font), 407 
illustrated, 407 
Norstad, John, 528 
Northwestern University, 528 
Norton Macintosh Utilities, 170 
Notepad, virus infection of, 527 
note-taking utilities, 494 
nothing screen 
beginners' guide, 67 
Works' avoidance of, 45-46 
"noun, then verb" approach, 54 
Novarese (font), 423 
illustrated, 423 
NP30APL printer, 199 
ns (nanoseconds), 1 84 
NuBus slot, 86 
Nudd, Mike, 882 
nudge commands, 338 
Number Munchers, 822 
numbers 

fonts for, 384-85, 433 
old-style, 433 
numeric coprocessor (see 
coprocessor) 
numeric keypad 
Clear key, 284-85 
nudge commands on, 338 
symbol for, 284-85 
in Word (Microsoft), 578-79 
num lock light, 1 1 6 



Nuvo Labs, 835-36 
NuvoTech, 794 
nVIR virus, 527 
nybble, 135 

Nycov dust covers, 266 

o 

oblique (font), 408 
illustrated, 408 
oblique fonts, 248 
obsolete floppy drives, 1 43 
O'Connor, Michael, 491 
Octopuss (font) (see Shadowed 
Octopuss) 

Ogonek diacritic, 373 
Old Age thinking, 25 
Old English (font), 425 
Daily Tribune font and, 430 
illustrated, 425 

Old English fonts, 421, 425, 430 
Olduvai, 312, 801 
Olesen, Duane, 29 
Olympia, NP30APL printer, 1 99 
Omar Khayyam, 27 
On Cue, 491 

tear-off menus conflict with, 1 07 
Trash emptying and, 333 
One Flew Over the Cuckoo's Nest, 
81 

1 01 Macros for Excel, 663-65 
Macro Launcher, 664 
1 01 Scripts and Buttons for Hyper- 
Card, 860 

1 .4MB (high-density) floppy disks, 
139, 143^4 

800K disks initialized as, 149 
initialized as 800K disks, 148-49 
1 28k Mac (see classic Macs) 

1-2-3, 807, 808 

Only Investment Guide You'll Ever 
Need, The, 878 
Open button, 64 
illustrated, 64 
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Open command, 56, 306-7 
Open dialog box, 64-65 
illustrated, 64 
init for, 507 
opening 
case 

of compact Macs, 93-94 
of Mac ll's, 88-89 
DAs, 465 
dialog boxes, 63 
documents, 60 
icons, 56, 68 
Mac Portable, 96-97 
programs, 60, 340-41 
opening chord (Mac II), 89 
optical storage (see CD-ROMs) 
Optima (font), 412 
illustrated, 412 
Zapf Chancery vs., 41 3 
Option key, 1 1 6, 1 1 7, 284 
(also see Shift-Option characters) 
ASCII codes and, 459-61 
closing windows automatically 
with, 300-301 
File menu and, 301 
Key Caps utility and, 436-37 
option characters, 297-98 
spacebar and, 565-66 
for special characters, 367-72 
Special menu and, 301 
starting filenames with spaces and, 
298 

symbol for, 284 

when launching Font/DA Mover, 
484-85 

orange on branch, illustration of, 48 
Oster, David, 507 
ostrich, illustration of, 1 1 05 
ouch, 475 
Ouellet, Gary, 906 
outdoor recreation symbols, 378-79, 
395-96 

outline fonts (see fonts) 



outliners, 612-15 
(also see specific outlining pro- 
grams) 
built-in, 546 
described, 612 

out of memory messages, 1 87-88, 
248, 330 

overcompensation (grammatical), 
307-8 

overhead for documents, 1 37 
word count and, 573 
owl, illustration of, 129 

P 

Paddington (font), 424 
illustrated, 424 
pad for mouse, 276-77 
page breaks, drivers and, 21 2 
paged memory management unit 
(PMMU) chip, 191, 192, 323 
page layout, 741-70 
(also see specific page layout 
programs) 

basic design tips, 751-54 
desktop publishing magazines, 

901 

desktop publishing newsletters, 

902 

Looking Good in Print, 753-54 
The Makeover Book, 754 
programs, 743-51 
rules 

breaking vs. following, 751-52 
general, 752-53 

table of contents for chapter, 742 
PageMaker 

boldface, italics, and plain text 
commands in, 36-37 
centering objects on each other, 
756 

Clipper and, 310 
customizability of, 37 
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PageMaker, cant'd. 
deleting linked text blocks, 765- 
66 

dialog boxes, OK for all, 768 
downloading fonts and, 240 
dragging items, not outlines, 756 
fonts 

dimmed names, 452 
handling of, 761-62 
on LaserWriter I's and, 247 
indents, copying, 762 
kerning in, 763-64 
keyboard shortcuts, 755-56 
LaserWriter drivers for, 208 
loading, speeding up, 768 
mail merge with, 768-69 
masking, 757 
measuring objects, 757 
memory allocation for, 331 
NFNTs and, 450 
page numbers 
caps lock key and, 763 
sticky settings, 761 
Pasteboard substitute, 481 
point sizes, changing, 764 
portrait monitor bug, 770 
printing 

multiple copies, 216 
printing-in-progress box, 215 
print spoolers, 217-18 
thumbnails, 760-61 
QuarkXPress vs., 743, 744-51 
RAM required for, 1 81 
Scrapbook, placing from, 765 
selecting 

crowded text blocks, 754 
layered objects, 754 
near guides, 754 
Send to Back and, 755 
shrinking files, 767-68 
SmartArt and, 447 
spaces, types of, 763 
spreading text, 766-67 



PageMaker, cant'd. 
starting from templates, 340-41 
Stepping Out conflict with, 51 0 
styles 

asterisks and plus signs with, 
762 

changing point sizes, 764 
Edit Style dialog box, 762 
preserving special formats with, 
762 

tabs, copying, 762 
temp files from, 313 
text flow 

canceling Autoflow, 765 
delaying text rewrap around 
graphics, 766 
semi-automatic, 764 
temporary modes, 764 
thumbnail customization, 760-61 
tools, keyboard shortcuts, 755-56 
viewing pages 

clicking between page views, 
758-59 

Fit in Window view for, 758 
400% view, 759 
go-back-to-last-page command, 
758 

grabber hand and, 759 
page-turning shortcuts, 757-58 
"slide show", 760 
whole pasteboard, 759 
Page Setup dialog boxes, 21 0-1 1 
changing printers, 211-12 
dogcow on, 228 
illustrated, 228 
Font Substitution option, 246 
illustrated, 210 
Larger Print Area option, 228 
for LaserWriter, 226-28 
Precision Bitmap Alignment 
option, 227-28 

preparing disks for rented Laser- 
Writer, 256 
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Page Studio Graphics 
font conflicts, 379 
font names of, 361 , 379 
PlXymbols fonts, 377-80, 404 
illustrated, 378, 379 
Page, The, 902 
paint files, scanners and, 259 
paint programs 
(also see specific programs) 
bit-mapped images, scaling, 700- 
701 

duplicating objects, 701-2 
illustrated, 702 
erasers, alternate, 700 
freezing text formatting, 703-4 
nudge commands with, 338 
outline fonts in, 246 
repairing pictures, 702-3 
illustrated, 703 
resizing while pasting, 701 
selecting 

duplicating objects, 701-2 
quick lassoing, 701 
shrinking selection rectangle, 
700 

stretching a selection, 701 
shadowed traced edges with, 703 
illustrated, 703 
Shift key and, 699-700 
tips for, 699-704 
tools, doubleclicking on, 699 
Undo, quick, 699 
zooming, 700 
Paladin (font), 422 
illustrated, 422 
Palatino (font), 413 
illustrated, 413 
Palmer, Gary, 397 
Panorama, 635-38 
paper 

laser perf, 223 
for laser printers, 249-52 
copier paper, 249-50 



paper, corn'd. 

for custom stationery and 
envelopes, 233 

high-quality laser stock, 250-51 
labels and envelopes, 251 
LaserWriter I maximum image 
size and, 234-35 
nonstandard stock, 251-52 
sheet feeder for, 222-23 
size selection with System 7, 326 
paper clip dispensers and floppies, 
145 

paper clip trick, 149 
Paragon Concepts, 552, 553 
paragraph mark, 370 
parameter RAM (see PRAM) 
parity 

SIMMs and, 1 83-84 
in telecommunications, 775 
Parker, Roger C., 753 
parrot, illustration of, 1 1 05 
partitioning 
hard disks, 1 78-81 
software for, 1 80-81 
in MultiFinder, 328-29 
Partition (utility), 512 
password protection, 539 
encrypted files and, 540 
software for, 542 
tips on, 541 

Paste command, 62-63 
pasting 
basics, 308 

beginners' guide, 62-63 
bit-mapped graphics in word 
processing files, 574-75 
Calculator and, 479 
keyboard equivalent for, 284-85 
Scrapbook and, 480 
patches in System file, 316 
pathnames, colon and, 289 
PatternMover, 731 
PC DOS machines (see PCs) 
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PCs (IBM and compatibles) 
communicating with, 804-9 
importing word processing files 
from, 574, 603 
Mac-PC file transfers, 807 
Mac-PC networking, 806-7, 809 
reading DOS disks in a 
SuperDrive, 143, 147 
what gets lost, 807-8 
emulating on Mac, 808-9 
Mac vs. 

balancing remarks, 1 4 
mudslinging remarks, 25, 55, 
116, 804 

printer compatibility for Macs and 
PCs, 199-200 

programs imported from, 36 
reading DOS disks in a 
SuperDrive, 143, 147, 805 
PC-Talk, 805 

PD software (see public-domain 
software) 

Peace virus, 527 
Peachpit Press, 905, 906 
Peignot (font), 420 
pen, illustrations of, 734, 738 
pencil symbols, 386 
penguins, illustration of, 731 
pen symbols, 386 
PerfeaWORD, The, 1 5 
period, filenames beginning with, 
522 

peripheral cable (SCSI), 1 57 
peripherals (see hardware; specific 
peripherals) 

permanent downloading of fonts, 
240 

Personal Laser Printer, 200 
Personal Press, 744 
Personal Publishing, 901 
Pfaltzgraff, Nevin, 1 1 
PhoneNET, LocalTalk vs., 790-91 
Phone Pad macro, 346 



phosphor on monitors, 112-13 
photos in TIFF format, 738 
phototypesetters (see imagesetters) 
pi, 370, 373 
PICT files, 692 
resources, 842-43 
scanners and, 259 
pictorial characters (see special 
charaaers) 

pictures (see graphics) 
pier with gulls, illustration of, 896 
Pietsch, Tony, 51 9 
piezo-electric fans, 269-70 
Pina, Larry 
about, 21 

contributions by, 181-82, 198- 
200, 207, 266, 274, 624-28, 
882-83 

Macintosh Repair & Upgrade 
Secrets, 1 1 3, 904-5 
monitor testing software by, 1 1 3- 
14 

Pioneer (font) (see ITC Pioneer) 
PipeDream, 275 
Pivot, 1 06 

PIXymbols fonts, 377-80 
fraction fonts, 404 
illustrated, 378, 379 
key-caps fonts, 377-78 
plain text commands, 36-37 
plants 

fonts for, 389-90 
illustrations of, 34, 48, 873, 91 1, 
912 

Platt, Dave, 528 

platters (hard disk), 138, 160, 169 
Playroom, 819-20 
Plaza (font), 423 
illustrated, 423 
pleasure principle, 27 
PLI hard disks, 1 70 
Plus (see Mac Plus) 

PMMU chip, 191, 192, 323 



Index 1071 



PNTG files, 692 
pointer 

arrow pointer, 50 
beginners' guide, 50 
hot spot, 50 
illustrated, 50 
I-beam pointer, 50 
italics and, 47-48 
locked files and, 293 
illustrated, 293 
menus and, 52-53 
resource for, 840 
pointing interface, 49-50 
points (type), 1 02, 352 
Polic, Robert, 159-60 
pop-down menus (see menus) 
popup menus, 45, 65 
illustrated, 65 

portables (see Mac Portable) 

Portrait Display, 1 1 0 
portrait monitors, 101, 106 
postal labels, 409 
Poster Bodoni (font), 419 
illustrated, 419 

Post-Its, LaserWriter trick, 234 
PostScript 

advantages of, 200-201 
Clipboard and, 31 0-1 1 
converting bit-mapped graphics 
to, 695 

EPS (encapsulated PostScript) 
graphics, 204, 206 
font ID conflicts and, 451 
fonts 

EPS outlines, 354 
outline fonts and, 353-54 
sizes for PostScript printers, 
212-13 

graphics based on, 691-92, 693 
LaserPrep file and, 226 
QuickDraw and, 226, 256, 325 
renting time on PostScript devices, 
255-56 



PostScript, cant'd 
saving documents as PostScript 
files, 259-60 

startup suppression program, 230 
Type 1 vs. Type 3 fonts, 448 
pound sign, 370 
PowerStation, 488 
power supplies (Mac Plus), 95-96 
power switch (Mac II), 90 
PowerUp 

defragmenting disks with, 1 76 
Fast Forms, 887-88 
power users (seeesp. for power 
users) 

PPC (program-to-program communi- 
cation), 326 
PRAM 

clearing, 87-88 
Control Panel General settings 
and, 472-73 

crashes on startup and, 533 
missing hard disk icon and, 92 
Precision Bitmap Alignment option, 
227-28 
preface, 9 

Preferred Publishers, 500-501 
prefs files, 31 1-12 
presbyopia, 263 

pretzel (seefMl, alphabetized as 
"command") 

Previn, Dorothy, 409 
price 

(also see bargain; speciCic prod- 
ucts) 

about prices in this book, 1 9 
cost-efficiency of upgrading, 84 
of DRAM vs. static RAM, 1 83 
of hard disks, 162, 163, 165-70 
of hardware, 32, 33-34 
of layout programs, 743-44 
of Mac models, 76-82 
of memory, 1 83, 327 
of paper for laser printers, 250 
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price, cant'd. 
of printers 

dot-matrix, 1 98-200 
ink-jet, 205-7 

LaserWriter II models, 202-3 
renting time on PostScript 
devices, 255 

of remote typesetting from Mac 
disks, 257 

of renting time on PostScript 
devices, 255 
of scanners, 272-73 
of software, 37 
why pay, 28, 42-43 
of toner cartridges and refills, 253 
of upgrading, 84-86 
of word processors, 548, 557, 562 
Price, Steve, illustration by, 770 
Print command, 21 5-1 6, 344 
Print dialog boxes, 63, 21 0-1 1 
Back to Front option, 229 
illustrated, 63, 21 1 
Manual Feed button, 229 
System 7 and, 326 
printer buffers, 21 8 
(also see print spoolers) 
printer files 
folder for, 311,312 
separate font cuttings and, 245 
storing, 242-43 
printers, 195-207 
(also see fonts; ImageWriter; 
LaserWriter; printing; specific 
printers) 

changing printers, 211-12, 235 
preparing disks for rented 
LaserWriter, 255-56 
proofing on LaserWriter before 
typesetting, 256 
remote typesetting from Mac 
disks, 257 

choosing printers, 209-1 0 



printers, cant'd. 
dot-matrix printers 
described, 195 

fonts on, 21 2-1 3, 21 8, 245, 355 
ImageWriter models, 1 97-98 
ImageWriter substitutes, 1 98- 
200 

ImageWriter tips, 218-25 
letter-quality, 196-97 
printer driver software, 200 
resolution of, 1 95 
drivers for, 208, 21 2, 468 
font sizes for, 21 2-1 3 
formed-character printers, 196-97 
ink-jet printers, 205-7 
described, 1 95 
DeskJet Plus, 207 
DeskWriter, 206-7 
Diconix Ml 50 Plus, 205-6 
laser printers, 200-205 
described, 1 95, 200-201 
fonts, 239-49 
LaserWriters, 201-5 
LaserWriter tips, 225-39 
PostScript vs. non-PostScript 
printers, 200-201 
resolution of, 1 96 
supplies, 249-54 
troubleshooting, 229 
printer drivers, 208 
printer files, storing, 242-43 
print spoolers, 21 4, 21 7-1 8, 232- 
33 

resolution of, 1 95-96, 205, 206 
font sizes and, 360 
turning off while printing, 21 4 
types of, 1 95 
printing, 193-260 
(also see fonts; printers) 
back-to-front on LaserWriter I, 
228-29 

bidirectionally, 219 
black areas, 235-36 
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printing, cant'd. 
cancelling printing, 213-14 
changing printers, 21 1-1 2, 235 
preparing disks for rented 
LaserWriter, 255-56 
proofing on LaserWriter before 
typesetting, 256 
remote typesetting from Mac 
disks, 257 

Chooser functions, 209-1 0 
double-sided printouts, 573-74 
envelopes and labels on laser 
printers, 233-34, 251 
font character charts, 438-39 
graphics 

on ImageWriter, 220 
on LaserWriter, 227-28 
keyboard equivalent for, 284-85 
multiple copies, 216 
cancelling, 214 
multiple files, 216 
Page Setup dialog boxes, 210-11 
illustrated, 210 
pauses during, 220 
print buffers, 218 
Print dialog boxes, 21 0-1 1 
illustrated, 21 1 

printing-in-progress dialog box, 
214-15 

cancelling printing from, 213- 
14 

illustrated, 213 

print spoolers, 21 4, 21 7-1 8, 232- 
33 

renting time on PostScript devices, 
255-56 

saving documents as PostScript 
files, 259-60 
screen, 215, 469 
spreadsheets, large, 665 
System 7 and, 325-26 
table of contents for chapter, 1 94 
from the desktop, 21 5-1 6 



printing, cant'd. 
tips on 

advanced, 255-60 
basic, 208-18 
ImageWriter, 218-25 
LaserWriter, 225-39 
toner cartridges, maximizing use 
of, 252 

top margin for ImageWriter 
substitutes, 1 99 
transparencies, 251 
troubleshooting, 515-16 
window, 21 5, 469 
printing-in-progress dialog box, 
214-15 

cancelling printing from, 213-14 
illustrated, 213 
PrintLink Collection, 200 
PrintMonitor, 232-33, 313 
print spoolers, 217-1 8, 232-33 
(alsa see specific print spaaling 
utilities) 

cancelling printing and, 214 
spool acronym, 217 
using two spoolers, 233 
processing chip (see processor) 
processor 

chart of Macs by, 73-74, 75 
defined, 71 
ProComm, 805, 806 
Prodigy, 788 

produa evaluations, warning for, 
13,39-40 

profile of SIMMs, 1 83 
programmer's switch 
described, 90 
on Mac SE or SE/30, 94 
on Mac M's, 90 
restarting after crash, 532-33 
sad Mac code numbers and, 539 
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programming, 837-74 
basics, 839-41 

compilers vs. interpreters, 839 
languages, 850-54 
curly quotes and, 496 
programmers vs. users, 839 
ResEdit, 841-49 
resources, 840-41 
terminology, 839 
tips 

for HyperCard programmers, 
860-71 

for HyperCard users, 854-60 
for QuickBASIC, 872-74 
Toolbox, 840 
programs 

(also see applications; files; 

software; utilities) 

About the Finder with Multifinder 
and, 329 

beginners' guide, 59-60 
changing defaults with templates, 
339 

defined, 49, 281 
interapplication communication 
(lAC), 326 
launching, 60 

making DAs specific to, 334 
program-to-program communica- 
tion (PPC), 326 
starting, 60 

from templates, 340-41 
startup application, 321-22 
utilities, 463-512 
table of contents for chapter, 
464 

version number convention in this 
book, 1 9 

virus protection for, 529 
program-to-program communication 
(PPC), 326 
ProGraph, 853-54 
project-management software, 885- 
86 



proportional spacing 
defined, 351 
hard space and, 565-66 
protecting 

security and protection software, 
539^2 

your Mac, 265-71 
yourself, 263-65 
protocols 
defined, 774, 789 
for networks, 789 
SneakerNet, 794 
Xmodem, 805 
XON/XOFF, 775 
Provue, 635-38 

publications (System 7), 326-27 
public-domain software, 41 
(also see shareware; software) 
antivirus programs, 528 
catalog of, 908 
fonts, 409, 434-35 
init managers, 471 
Macintosh Bible Software Disks, 
41 

utilities, 471-72, 491 
Public Folder, 799-800 
Publish!, 901 

Publish command (System 7), 326- 
27 

Publisher, 744 
Publish It!, 743 

puffer (fish), illustration of, 739 
pull-down menus (see menus) 
punctuation marks 
foreign, 370 

in special fonts, 383, 384 
typographic marks, 371-72 
purchasing (see buying tips) 
push buttons, 66 
illustrated, 66 

Put Away command, 57, 344, 490 
Pyro, 499 

pyrotechnics (see fireworks) 
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Q 

Qualitas Trading Post, 696, 734 
Quantum hard disk mechanisms, 
164, 166 
Quark, 743, 751 
QuarkXPress 

PageMaker vs., 743, 744-51 
Scitex scanner and, 743 
QuickBASIC, 872-74 
activating Command window, 872 
dropping CALL, 872-73 
font for LaserPrinter listings, 872 
macro keyboard shortcuts, 873 
QuickCopy, 512 
QuickDEX, 494 
QuickDraw, 77, 79, 98 
non-PostScript printers and, 200 
PICT files and, 692 
PostScript and, 226, 256, 325 
Quicken, 887-88 
QuicKeys, 1 1 9-20, 502-3 
curly quotes and, 567-68 
protection scheme using, 541 
Type Reunion and, 456 
QuickFolder, 492 
QuickMail, 798-99 
quill and ink bottle, illustration of, 
734 

Quit command, 67, 301 
quitting 

(also see cancelling; closing; 
shutting down the Mac; turning 
ofO 

beginners' guide, 67 
escaping from menus, 283 
quotation marks (see quotes) 

Quote Init, 495-96, 567-68 
spreadsheets and, 666 
Works' communications module 
and, 81 2 



quotes 

curly quotes, 495-97, 566-67 
dumb quotes, 567-68 
fat quotes, 384 
smart quotes, 47 
utilities for, 495-97 

R 

Rabbit Redux, 522 
Rabelais, Francois, 752 
racoon, illustration of, 1106 
radiation 

ELF and VLF, 264-65 
shields, 263-64 
radio buttons, 66 
(also see buttons) 
illustrated, 66 
Radius 

accelerator boards, 85 
full-page display, 1 06-7 
Pivot, 1 06 

Two-Page Display, 100, 105-6, 
107 

railroad train, illustration of, 734 
RAM 

(also see memory; PRAM; SIMMs; 

upgrading) 
allocation, 1 86-92 
with Multifinder, 328-29, 330 
amount needed, 1 81 
basic information, 133-37 
chart of Macs by, 73-74 
checking amount of, 1 86-87 
chips, soldered vs. socketed, 1 82 
defined, 72,133, 134 
digitized sounds and, 276 
downloadable fonts and, 239 
DRAM vs. static RAM, 1 83 
in LaserWriter models, 202, 203 
out of memory messages, 1 87-88 
sad Mac code numbers and, 538 
SIMMs, 72, 182, 183-84 
Stepping Out and, 509 
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RAM, cont'd 
System 7 and, 74, 327 
upgrading, to 2MB or 4MB, 1 85- 
86 

upgrading, 181-86 
basics, 181-82 
classic Macs, 1 82 
Mac Pluses and SE's, 1 84-86 
Mac Portable, 80 
Mac SE/SOs and Mac ll's, 1 84, 
185-86 

virtual memory and, 134, 191-92, 
327 

RAM cache, 1 89-90 
out of memory messages and, 1 87 
settings, 190 
turning on and off, 1 89 
illustrated, 190 
RAM disks, 134, 191,909 
random-access memory (see RAM) 
rant, hysterical, 804 
RasterOps monitors, 1 07, 1 1 1 -1 2 
Rate of Insertion Point Blinking, 473 
ratio, interleave (see interleave ratio) 
rdevs, 468 

Reader Rabbit, 820-22 
read-only memory (see ROM) 
read/write heads, 1 38 
Ready, Set, Co!, 743 
Reagan, Ronald, 824 
rebuilding desktop file, 140, 150, 

1 74-75, 484 

recharger for Mac Portable, 80 
record, defined, 631 
recovering files, 523-25 
from crashed floppies, 523-24 
deleted files, 524-25 
deleting and, 142 
file partitions and, 1 80 
initializing and, 142 
from 1,4MB disks initialized as 
BOOK, 148-49 
from Trash, 342 
unsaved files, 525 



Recover (utility), 51 1 
recreation symbols, 378-79, 395-96 
rectangle, selection, 55, 335-36 
illustrated, 56 

Redgate Communications, 901 
Redux, 521-22 
Reed, Thomas, 827 
reference books, 904-6 
refilling toner cartridges, 234, 253- 
54 

refresh rate, 99-1 00, 1 04 
Regional Typographers, 450 
registered mark, 370, 373 
reinitializing disks, 142 
400K disks used as BOOK disks, 
148 

re-inking printer ribbons, 221 
relational databases, 632-33 
reliability of hardware, 31-33 
religious symbols, 409 
removing fsee deleting; Trash) 
renaming fsee names/naming) 
renting time on PostScript devices, 
255-56 
repeaters, 794 
report, defined, 631-32 
ResEdit, 841-49 
basics, 841-42 
DAs, menu order of, 843 
deleting invisible files with, 313 
desktop grid alteration with, 848- 
49 

illustrated, 848-49 
FKeys and, 468 
font ID numbers and, 450 
icon alteration with, 845-46 
illustrated, 845-46 
menu alteration with, 843-44 
illustrated, 844 
MultiFinder and, 842 
PICT resources, viewing, 842-43 
protection scheme using, 540 
saving files in, 842 
selecting items in, 841-42 
illustrated, 842 
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ResEdit, cant'd. 

sound alteration with, 476, 846- 
48 

illustrated, 847, 848 
reset button (Mac It's), 90 
resistors, terminating, 1 56 
(also see terminators) 
resolution 

of monitors, 1 00-1 03 
of printers, 1 95-96, 205, 206, 360 
of scanners, 258-59 
resources, 840-41 
(also see ResEdit specific re- 
sources) 

Restart button, 90, 532 
Restart command, 344 
Resume button, 532 
Retriever, 640-41 

retrieving files (see recovering files) 
Return key 

default buttons and, 66, 306 
symbol for, 284 
word processing and, 545 
Return to Dark Castle, 835 
reverse-letters macro, 575 
reverse type, 376 

reviews of software, warning for, 1 3, 
39-40 

R45 hard disks, 1 70 
RF shield, 94 
Rhodes, Cheryl, 902 
ribbons (printer), 221-22 
for mimeograph stencils, 224 
ring network configuration, 791-92 
Ritz (font), 421 
illustrated, 421 
type styles for, 244 
Rivoli, Tanta, 1 1 

road in woods, illustration of, 874 
RockABilly (font), 431 
illustrated, 431 

rodeo scene, illustration of, 1013 
Rodime hard disk mechanisms, 164 



RollerMouse trackball, 123-24 
ROM 

(also see upgrading) 
chart of Macs by, 73-74, 75 
color QuickDraw in, 77 
defined, 71-72, 134 
fonts in 

outline printer fonts, 201, 239 
screen fonts, 71 

sad Mac code numbers and, 538 
roman (plain text) commands, 36-37 
Ronda Geometric (font), 418 
illustrated, 418 
Ross, Fred, 5 
rotary fans, 269-70 
Rotenstein, John, 471 
rounding of prices, 1 9 
routers, 796-99 
Rubin, Charles 
about, 21 

contributions by, 331-32, 486-88, 
488-89, 494-95, 51 1, 560-61, 
777-80 

MCI Mail address of, 778 
Ruler, length of, 573 
running programs, 60 

s 

sad Macs, 532, 538-39 
safes, floppy disks and, 1 44-45 
Said, Carolyn, 899 
Saigon (font), 433 
SAM, 528 

San Francisco (font), 406-7 
illustrated, 406-7 
San Serif (font), type styles for, 244 
sans serif, defined, 352 
Santa Monica (font), 409, 91 0 
illustrated, 409 

Save As command, 306-7, 339 
Save dialog box 
init for, 507 

New Folder button for, 492 
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saving files 
automatically, 504-5 
importance of, 27, 133 
large Clipboard, 310 
in ResEdit, 842 
templates and, 339 
ScanCo, 1 28 
scanners, 272-73 
(also see SCSI devices) 
halftones and, 258-59 
resolution of, 258-59 
won't boot, 1 58-59 
scan order for startup disk, 319 
Schwartz, Steve 
about, 21 

contributions by, 490, 509-1 0, 
541, 663-65, 753-54, 878-81 
Schwarzenegger, Arnold, 1 54 
scientific symbols, 370-71, 400-401 
Scitex scanner, 743 
Scoop fsee Publish It!) 

Scores virus, 527 
Scrapbook, 480 
beginners' guide, 63 
substitutes for, 481-82 
virus infection of, 527 
screen-capture utilities, 500-501 
screen dumps, 21 5, 468-69 
screen filters, 263-64 
screen fonts, 212-13 
ATM utility for, 440-41 
bit-mapped fonts vs., 354 
Chicago, 71 
customizing, 491 
Geneva, 71 
Monaco, 219 

outline fonts and, 354, 359, 440- 
43 

printing, 354 
renaming, 361 
in ROM, 71 
substitutions, 453-54 
on Viking monitors, 1 09 
Screen Gems, 51 2 



screens 

(also see monitors; screen fonts) 
accuracy of illustrations, 49, 61 
for art, 258 

blankers and savers, 1 1 2-1 3, 498- 
500, 512, 798 
capture utilities, 500-501 
large-screen emulation, 509-10 
of Mac Portable, 80, 96-98 
nothing screen, 45-46, 67 
printing, 215, 469 
radiation shields, 263-64 
screen dumps, 21 5, 468-69 
screen filters, 263-64 
screen savers, 1 1 2-1 3, 498-500, 
512, 798 

screwdriver, long shafted, 93 
ScriptTracer, 852 
scroll arrows of windows, 58-59 
illustrated, 58, 59 
scroll bars of windows, 57-58 
illustrated, 58 
scrolling 

list boxes, 64, 507 
menus, 53 
windows, 57-58 
illustrated, 58 
Scroll Limit, 507 
illustrated, 508 
scroll lock light, 116 
SCSI bus, 153 
SCSI devices, 153-60 
backup devices, 1 55-56 
basics, 1 53 

cables, 1 56-57, 1 66, 1 74 
chaining, 155-57, 158-60 
connectors, 1 57 
device won't boot, 1 58-59 
ID numbers (addresses), 153-54, 
156 

mounting and unmounting, 1 58, 
159-60 

terminators, 154-55 
utilities, 159-60 
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SCSI Evaluator, 1 60 
SCSI Probe, 158, 159-60 
illustrated, 159 
SCSI Tools, 158, 160 
Seagull (font), 418 
illustrated, 418 
seagulls, illustration of, 896 
sea horse, illustration of, 739 
seaion mark, 370 
sectors, 1 38-39 
illustrated, 138, 177 
interleave ratio and, 1 77 
security, 539-42 
basics, 539 

hard disk partitioning and, 1 79 
invisible applications, 541 
low-level protection, 540-41 
protection schemes, 539-40 
software, 542 
tips on, 541 

unerased files and, 542 
SE Expansion Bus, 86 
Seikosha printer, 1 98 
selecting 

beginners' guide, 52, 54-56, 68 
commands on menus, 52 
defined (databases), 632 
deselecting with arrow keys, 337- 
38 

doubleclick drag, 337 
multiple items in Font/DA Mover, 
485 

in Open and Save As dialog 
boxes, 306-7 
shift-clicking, 55, 335-37 
text box contents, 307 
two or more icons, 55, 335-37 
illustrated, 56 

selection rectangle, 55, 335-36 
illustrated, 56 
Separator, 447 
serial servers, 803 
series network configuration, 791 



serif fonts, defined, 352 
service (see support) 

SE Silencer fan, 95 
sesquipedalian words, 572 
Set Clock, 510, 909 
Set Paths, 440, 492 
MultiFinder and, 492 
printer files and, 242, 312 
Set Startup command, 321-22 
Set Startup dialog box, 321-22 
illustrated, 321 
SF Scroll Init, 507 
Shadowed Octopuss (font), 425 
illustrated, 425 
shadow fonts, 244-45, 425 
shady lane, illustration of, 874 
shareware 

(also see public-domain software; 
software) 

buying tips, 40-41 
utilities, 471-72 
why pay for, 28, 40-41 , 42—43, 
472 

Sheedy, James, 263 
sheep, grazing of, 28 
sheet feeders, 222-23 
Shield, 51 1 

shift-clicking, 55, 335-37, 483 

ISt^Ktl se 1 -0, 468 

[Shift] se H , 468 

I Shin] 86 1 -2, 468 

I Shin! X 1 -3 . 468-69, 500 

I Shin] 86 1 -4, 469 

Shift key 

(also see Shift-Option characters) 
ASCII codes and, 458-59 
conventions in this book for, 1 8- 
19 

Key Caps utility and, 436-37 
shift-clicking, 55, 335-37, 483 
symbol for, 284 

Shift-Option charaaers, 367-72 
ASCII codes, 459-61 
Key Caps utility for, 436-37 
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shipping Macs, 267 
Shiva 

EtherGate, 797 
FastPath, 797 
NetBridge, 797 
NetModem, 803 
ShopKeeper, 882-83 
shortcut (margin icon) 
about, 1 6 

basic Mac software 
global and desktop macros, 344, 
345, 346, 347, 348 
global software tips, 337, 338 
miscellaneous desktop tips, 340, 
342 

MultiFinder tips, 332, 333, 334 
tips on dialog boxes, 306, 307 
tips on menus, 283, 287 
tips on windows, 296, 299, 300, 
301 

communicating between comput- 
ers, 779, 785, 805 
databases 

FileMaker tips, 644, 645, 646, 
647 

Works tips, 651, 652 
general principles, 45, 47 
graphics 

Freehand tips, 726, 727, 728 
Illustrator tips, 723 
MacDraw tips, 718, 720, 722 
paint program tips, 699, 700, 

701 

SuperPainttips, 704, 705, 706, 
711, 714, 715 

miscellaneous applications, 889, 
890 

page layout, 755, 758, 762, 764, 
765, 766, 768 
printing, 217 
programming 
QuickBASIC tips, 873 
tips for HyperCard program- 
mers, 861 , 863 



shortcut icon, cont'd. 

tips for HyperCard users, 855, 
857 

spreadsheets 

Excel tips, 669, 670, 671, 673, 
675, 676, 677, 681 
general tips, 666 
Works tips, 682, 684, 685, 686 
storage and memory, 1 60, 1 69, 
176, 189, 191 
troubleshooting, 521, 528 
utilities 

file handlers and Finder substi- 
tutes, 487, 489, 490, 491 , 493 
managing fonts and DAs, 485 
word processing 
general tips, 570, 572, 573 
tips on More, 61 5, 61 7, 61 8, 
619 

Word tips, 576, 577, 578, 580, 
581,583,584, 586, 589, 592, 
596, 597, 598, 600 
WriteNow tips, 605, 606, 608 
Shortcut (utility), 492-93 
illustrated, 493 

Show Clipboard command, 62 
shrimp, illustration of, 740 
Shriners, 35 

Shulman, Jeffrey, 439, 528 
Shut Down command, 67, 307-8, 
343, 344 

shutting down the Mac 
(also see closing; quitting; turning 
ofO 

beginners' guide, 67 
Clipboard contents and, 62 
hard disks and, 1 71 
importance of using Shut Down 
command, 343 
macro for, 344 
with open applications in 
MultiFinder, 333 
Scrapbook contents and, 63 
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SideKick Converter, 506 
signature, specialized, 571-72 
signs and symbols 
(also see icons; special characters) 
accent marks, 368-69 
animals, 388 

arrows, 373, 381-82, 388, 391, 
399 

art tools, 388 
asterisks (fancy), 382 
bars, 383 
body parts, 390 
border designs, 409 
boxes, 380, 383 

braces and brackets, 373-74, 383, 
401-2 

buildings, 388, 392 
card suits, 383, 400 
celestial objects, 388 
checkmarks, 283, 380, 383 
cities and towns, 392 
crosses, 383 
dogcow, 228, 388 
electrical symbols, 388 
ellipses, 282 
in filenames, 288-89 
food and drink, 389 
foreign, 369-70, 397-99 
fruits, 389 

geometric shapes, 384, 392-93 
hands, 380, 384, 390 
highway signs, 393-94 
Hollywood, 409 
for keys, 284-85 
legal, 370 

map-making symbols, 391-97 
mathematical and scientific, 370- 
71, 400-401 

mining and industrial, 394 
miscellaneous, 384, 385, 389-90, 
394-95 



signs and symbols, cont'd. 
modifier keys, 284-85 
monetary, 370 
musical, 390 
numbers, 384-85 
pens and pencils, 386 
plants, 390 

recreation, 378-79, 395-96 
religious symbols, 409 
sort order for, 297-98 
stars, 386, 388 
surveying and land use, 396 
transportation, 390 
triangle, 53, 282 
typographic, 371-72 
warfare, 396 
x's, 380, 383 

SICs (special interest groups), 907 
Silicon Beach 
Airborne, 834 
Dark Castle, 834-35 
Digital Darkroom, 259 
Personal Press, 744 
Return to Dark Castle, 835 
SuperCard, 851-53 
SIMMs, 182, 183-84 
(also see RAM) 
defined, 72, 182 

installing in Mac Pluses and Mac 
SE's, 184-85 

installing in Mac SE/30s and Mac 
M's, 185 

LaserWriter UNIX and, 203 
single in-line memory modules (see 
SIMMs) 

single-sided floppy disks fsee400K 
(single-sided) floppy disks) 

60's fonts, 424, 428 
illustrated, 424, 428 
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size 

of documents, overhead and, 1 37 
of folders, 291 
of fonts 

for Apple printers, 212-1 3, 21 8 
bit-mapped fonts, 356-58 
illustrated, 357 
conflicts, 453-54 
missing from menu, 452-53 
outline fonts, 358-59 
rules forjudging, 359 
terminology, 352 
tiny fonts, 360 
Type 3 fonts and, 448 
viewing template for, 363-66, 
910 

of System file, 314 
Tall Adjusted setting and, 220 
viewing by, 61, 289 
size box of windows, 57 
illustrated, 58 

Size menu, missing sizes, 452-53 
Skaar, Mike, 264 
Slimbach (font), 423 
illustrated, 423 
Slimline hard disks, 170 
slots, expansion, 77, 86 
small caps, 404-5, 423 
illustrated, 404-5, 423 
Small Claims Court, 31 
small computer system interface 
devices (see SCSI devices) 
SmartArt, 445-47 
illustrated, 445-47 
SmartForms, 887-88 
SmartKeys, 496-97, 909 
spreadsheets and, 666 
Works' communications module 
and, 812 
smart quotes, 47 
SmartScrap, 481 
smart windows, 45 
SneakerNet, 794 
Snively, Paul, 242, 492 



snowflakes, 382 
Sobin, Marty 
about, 21 

contributions by, 669, 670, 674, 
675-76, 677-79, 681 
Soft PC, 809 
Soft Solutions, 96 
Softview 

MacInTax, 883-84 
Mac In Use, 888-89 
support from, 884 
unpleasantness with, 884, 889 
software 

(also see fonts; programs; specific 
programs) 

basic Mac, 279-348 
table of contents for chapter, 
280 

basic terms, 281 
beta testing, 43 

business accounting packages, 
881-82 

buying tips, 35-44 
buyer as beta tester, 43-44 
customizability, 36-37 
ease of use, 35, 42 
growth disease, 44 
importing and exporting capa- 
bilities, 37-38 
in-store tryouts, 41 
logical hierarchy of commands, 
35 

Mac-like features, 35-36 
manual, 39 
price, 37 

public-domain software, 41 
reviews, warning for, 39-40 
shareware, 40-41 
speed, 38-39 
standard programs, 37 
support & guarantees, 41-42 
vaporware, 43 
why pay, 28, 42-43 
word processors, 547-48 
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software, cont'd. 
clip art, 729-39 

communications programs, 774- 
76, 776-77, 779-80, 785 
copy-protected, 43 
database programs, 633-42 
educational 
for adults, 823-29 
for children, 816-23 
entertainment, 81 5-1 6 
games, 832-36 
music programs, 830-32 
financial and accounting pro- 
grams, 877-84 
games, 815-16, 832-36 
graphics programs, 691-98 
hard disk partitioning software, 
180-81 

miscellaneous, 884-89 
music programs, 830-32 
networking, 789, 792-803 
out liners, 612-15 
page layout programs, 743-51 
security and protection software, 
539^2 

spelling checkers, 620-28 
spreadsheet programs, 659-65 
startup application, 321-22 
telecommunications programs, 
774-76, 776-77, 779-80, 785 
tips 

Clipboard, 308-11 
databases, 642-44 
desktop, 340-43 
dialog boxes, 305-8 
disclaimer for, 8 
draw programs, 71 6-1 8 
global, 335-40 

icons, files, and folders, 288-95 
menus, 281-88 
MultiFinder, 328-35 
paint programs, 699-704 
security software, 542 



software, cont'd. 

spreadsheets, 665-68 
windows, 295-305 
word processing, 564-75 
Works, 889-95 
communications, 811-12 
database, 651-56 
spreadsheet, 682-88 
word processing, 608-12 
utilities, 463-512 
backup utilities, 521-22 
disk rescue utilities, 524 
font utilities, 436^8 
network utilities, 799-803 
table of contents for chapter, 

464 

version number convention in this 
book, 1 9 

word processors, 548-63 
software, inexpensive, where to find, 
897-91 1 

table of contents for chapter, 898 
Solutions, 481 
Songwriter, 830 
Sony Trinitron monitor, 1 10 
sorting 
defined, 632 
order 

for colors, 299 
for numbers, 298-99 
for special characters, 297-98 
Sound cdev, 475-76 
illustrated, 476 
SoundMaster, 340, 476 
Sound Mover, 476, 910 
sounds 

Control Panel settings, 339-40, 
474, 475-76 

changing with ResEdit, 846^8 
illustrated, 476 
fan noise, 91 , 94-95, 269 
hard disk noise, 1 73 
for HyperCard stacks, 276 
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sounds, cont'd. 
laser printer noise, 237-39 
opening chord, for Mac ll's, 89 
recording on Mac, 276 
resource for, 841 
SoundMaster shareware, 340 
Speaker Volume setting, 474, 476 
Souvenir (font), 413 
illustrated, 413 
SP-1 000 AP printer, 1 98 
Spacebar 

Option key with, 565-66 
symbol for, 284 
spaces 

hard space, 565-66 
starting common templates folder 
with, 341 

starting filenames with, 298 
utility for, 496-97 
word processing and, 545 
spacing 

kerning, 352, 457 
leading, 352, 546, 569 
proportional vs. monospacing, 
351,565-66 
speakers 

floppy disks and, 145 
volume control, 474, 476 
Speaker Volume setting, 474, 476 
special charaaers 
(also see signs and symbols) 
font viewing template for, 363-66, 
910 
foreign 

abbreviations, 369 

letters and letter combinations, 

369 

non-Roman alphabets, 397-99, 
408 

punctuation marks, 370 
fractions, 374-75, 403-4 
Key Caps utility for, 436-37 
on laser printers, 244 



special characters, cont'd. 
non-Roman alphabets, 397-99, 
408 

option characters, 297-98 
pictorial, 376-405 
accent mark keys and, 377 
Cairo font 

by categories, 388-90 
by keyboard, 391 
Carta font 

by categories, 391-96 
by keyboard, 397 
key-caps fonts, 377-78 
PIXymbols fonts, 378-80 
Symbol font 
by category, 398-402 
by keyboard, 402-3 
Utility City (World Class outline 
font), 380 
Zapf Dingbats font 
by category, 381-86 
by keyboard, 386-87 
by logic, 387 
small caps, 404-5 
sort order for, 297-98 
standard, 367-76 
accent marks, 368-69 
ASCII codes for, 373-74 
foreign, 369-70 
hyphens and en dashes, 373 
legal symbols, 370 
mathematical and scientific 
symbols, 370-71 
miscellaneous, 371-72 
mnemonics for, 372-73 
monetary symbols, 370 
typographic effects, 375-76 
typographic symbols, 371-72 
untypable, 373-74 
special interest groups (SICs), 907 
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Special menu 

Clean Up command, 301, 344-45 
Empty Trash command, 57, 342, 
345 

Erase Disk command, 142, 147, 
345 

macros for command, 344-45 
Restart command, 344 
Set Startup command, 321-22 
Shut Down command, 67, 307-8, 
343, 344 
speed 

clock speed (MHz), 73-74 
fonts and laser printer speed, 243- 
44 

hard disks and, 31, 163, 174, 

1 77-78 

of ink-jet printers, 205-6, 207 
of insertion point blinking, 473 
key repeat settings, 474-75 
of LaserWriters, 203-4 
mouse settings, 475 
of networking systems, 794, 796 
of SIMMs, 1 84 
of software, 38-39 
spelling checkers, 620-28 
(also see specific spelling check- 
ing programs) 

ASCII extended characters and, 

621 

batch checking, 620 
built-in to word processors, 545, 
620 

choosing a spelling checker, 620- 
21 

compatibility of, 621 
dictionary 
customizability, 621 
size for, 620 

double word flagging, 621 
Glossary function with, 621 
interactive checking, 620 
utilities, 494-95 

Spelling Coach Professional, 622-23 



Spell-Master, 275 
Spellswell, 494-95, 623-24 
spider web and vine, illustration of, 
912 

spirit of '76, illustration of, 738 
splitter (tool), 94 
spoolers, 214, 21 7-1 8, 232-33 
spreadsheets, 657-88 
(also see specific spreadsheet 
programs) 

basics, 659-65, 659 
curly quotes and, 496, 666 
described, 659 

displayed vs. stored numbers in, 
666 

formulas in, 666-68 
freezing numbers in, 668 
manual vs. automatic calculation 
of, 666 

PC-Mac file transfers and, 807, 
808 

printing large worksheets, 665 
priority of operations in, 667-68 
relative vs. absolute cell refer- 
ences, 666-67 
shift-clicking in, 336-37 
table of contents for chapter, 658 
tips for, 665-68 
Springboard 
Hidden Agenda, 825 
Publisher, 744 
Spring (font), 432 
illustrated, 432 
Spumoni (font), 433 
illustrated, 433 
square root sign, 370, 372 
squirrel, illustration of, 1106 
squirrel-cage fans, 269-70 
staircasing, 357 
illustrated, 357 
standard Mac interface 
buying software and, 36 
enhancements to, 45-48, 553 
Human Interface Guidelines, 68 
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standard programs, 37 
stands for Mac ll's, 278 
starbursts, 382 
StarController, 794 
star network configuration, 791 
star symbols, 386, 388 
starting 

(also see booting up) 

Font/DA Mover with Option key, 
484-85 

harddisks, 171-72 
MultiFinder, 332 
programs, 60 
from templates, 340-41 
RAM cache, 1 89-90 
startup (see booting up) 
startup application 
Finder as, 321-22 
MultiFinder as, 321-22, 328 
startup battery (Mac II), 91-92 
startup device SCSI ID, 153 
startup disks, 319 
changing, 320 
ejecting at startup, 1 51 
installing new system and, 31 6 
macro for opening icon, 347 
scan order for, 319 
system folder and, 311-22 
Startup document label, 31 1 
startup files (see inits) 

Start-up Off, 230 
Start-up On, 230 
startup sheet (LaserWriters) 
buying used machines and, 205 
identifying models from, 204-5 
turning on and off, 229-30 
StartupSndInit, 910 
Star Wars, 836 
states, illustrations of, 733 
static electricity, 266 
static RAM, DRAM vs., 1 83 
stationery, printing, 233-34 



stealing software, 28, 40-41, 42-43 
Stein, Lincoln D., 496 
Stencil (font), 414 
illustrated, 414 
Saigon font and, 433 
stencils (mimeograph), 224 
Step-by-Step Electronic Design, 902 
Stepping Out, 509-1 0 
Stevens, Robert, Dr., 319-20 
Sticky Keys (see Easy Access) 
stop bits, 775 

stopping (see cancelling; closing; 
quitting; shutting down the Mac; 
turning ofO 
storage 

(also see CD-ROMs; floppy disks; 

hard disks) 
basics, 1 33-42 
digitized sounds and, 276 
for downloadable fonts, 242-43 
and memory, 131-92 
table of contents for chapter, 

132 

memory vs., 133-34 
StreamLine, 695 

street scene, illustration of, 1014 
strobe (flicker), 95, 100 
Stuffit, 510, 542, 777 
Stuffit Pro, 777 
Sturgeon's Law, 30 
Sturgeon, Theodore, 30 
styles (see type styles; word process- 
ing, styles) 

Subscribe command (System 7), 
326-27 

substitution of fonts, 246-47 
unexpected, 453-54 
substrate, 137-38 
Suggested Memory Size (Get Info), 
328-29 
illustrated, 329 
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Suitcase 

disk ghosts and, 295 
Font/DA Juggler vs., 484 
hiding, 802 
networks and, 801 -2 
organizing system folder and, 31 2 
printer files and, 312 
rebuilding desktop and, 484 
removing DAs temporarily, 334 
suitcase files 

combining fonts and DAs in, 483- 
84 

disk ghosts and, 295 
fonts in, 242 
icons for, 483 
illustrated, 483 
SUM 11,511-12 
bundled with hard disk, 170 
defragmenting disks with, 1 76 
Guardian, 524 
sunlight (see heat) 

SuperCard, 851-52 
HyperCard vs., 852-53 
SuperClock!, 51 1 , 909 
SuperDrive, 143-44 
external, 147 

1 .4MB disks formatted in 800K 
drive and, 148-49 
reading DOS disks on, 143, 147, 
805 

transporting, 146-47 
SuperLaserSpool, 217-18 
SuperMac 

DataFrame hard disks, 167-68 
SuperLaserSpool, 217-1 8 
SuperMOM, 881 
SuperPaint, 693-94 
adding corners, 71 1 
illustrated, 71 1 
arcs, 710-1 1 
illustrated, 71 1 
Close All command, 704-5 
dialog boxes, bypassing, 71 1 



SuperPaint, cant'd. 
eraser tips, 706 
grabber hand tricks, 706 
inverting, f^click for, 71 0 
lines 

changing line pattern, 706 
30° and 60° lines, 709 
macros 

cut-and-switch macro, 714 
line and fill macros, 714-15 
multigon macros, 715 
paint and draw, 713-14 
moving inactive windows and 
palettes, 704 

nudge commands of, 338, 705 
outline fonts and, 246 
outlining in white with, 712-13 
illustrated, 712-13 
Paint (Draw) from Center or 
Corner, 706 
paint modes, 708-9 
patterns, picking up, 71 0 
plug-in tools, ordering, 715 
pours, limited, 709 
printing, 693 
multiple files, 216 
review of, 693-94 
selecting 
lasso tricks, 707 
illustrated, 707 

Select All command and, 707 
selection rectangle tricks, 706 
selections in selections, 708 
illustrated, 708 
small screens and, 704 
spacing "sprinkles", 712 
spray can shapes, 709 
switching layers, 704 
text 

paint modes and, 708-9 
text boxes in Draw layer, 71 0 
tips for, 704-15 
zooming, 705 
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supplies 

for laser printers, 249-54 
printer ribbons, 221-22 
support 

AppleCare service contracts, 267 
before calling for, 51 7 
for hardware, 32 
for software, 41-42 
surface mount SIMM, 1 83 
surge suppressors, 265, 266 
surveying symbols, 396 
Swain, Tom 

contributions by, 268-70 
MacChimney invention of, 270 
Switch-a-Roo, 51 2 
switch-disk nightmares, 342-43 
SX marking engine, 235, 253 
Symantec 
SAM, 528 

SUM 11,170,176,511-12, 524 
Symbol (font), 41 1 
accent characters, 403 
by categories, 398-402 
Creek alphabet, 398-99 
illustrated, 398-403 
by keyboard, 402-3 
untypable characters, 373-74 
symbols (see signs and symbols) 
Symbols Galore (font), 380 
Symmetry, 61 4-1 5 
SyQuest cartridges, 1 68-71 
sysop, 782-83 

system (see hardware; startup disks; 
System file; system software; 
specific system versions) 
System 6.0 or later 
function keys and, 1 1 6 
invisible inits and, 313 
NFNTs and, 450 
re-installing system, 316-17 
System 6.03 or earlier, opening 
windows temporarily, 300 



System 6.04 or later, closing win- 
dows automatically, 300-301 
System 7, 322-27 
4 menu and, 325 
DAs and, 465 
Desktop Manager and, 1 80 
Finder 7 and the new desktop, 
323-25 

fonts and, 204, 325 
hardware required, 323 
inits and, 467 
LaserWriter lISC and, 204 
Mac llci and, 74, 79 
Mac llfx and, 74 
name of, 322 
networks and, 326 
printing with, 325-26 
RAM and, 74 
RAM limits with, 327 
rebuilding desktop file and, 1 50 
sharing and, 326-27 
TrueType, 325, 355, 416 
virtual memory and, 1 91 , 323, 
327 

system cable (SCSI), 1 57 
System document label, 312 
system environment, 315 
system errors (crashes), 529-31 
bombs, 531 
ID numbers, 535-38 
defined, 530 
during startup, 533 
during use, 533-34 
hangs (freezes), 107, 531 
System file, 314-15 
auto-opening of, 485 
Finder version and, 31 7-1 8 
folder for, 61 

fonts in, 242, 245, 362-63 
init clashes, 469-70 
installing new system, 31 6, 31 7 
multiples, avoiding, 320 
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System file, cont'd. 
paring down, 314-15 
patches in, 316 

preparing disks for rented Laser- 
Writer, 255 

re-installing system, 31 6-1 7 
scan order for, 319 
system file (no cap) vs., 315 
versions of, 317-18 
virus infection of, 527 
system file (lower case), 315 
system folder, 311-22 
basics, 311-12 
beginners' guide, 61 
capitalization for name of, 314 
files in, 31 1-12 
Finder 7 and, 324 
icon for, 61, 311 
illustrated, 61, 31 1 
illustrated, 60 

invisible files in, 313, 528-29 
multiples, avoiding, 320 
organizing, 312-13 
paring down, 313 
temp files in, 313-14 
System heap, 1 88, 533 
system software 

(also see startup disks; System file) 
defined, 281 
first releases of, 31 7 
installing, 316 
matching to Macs, 318 
multiple systems, 319-20 
printer drivers and, 208 
re-installing, 316-17 
scan order for startup disk, 31 9 
system set, 31 5 
version numbers, 317-18 
System Tools, 317-18 
Szubin, Jerry, 763 



T 

Tab key, 284, 306 
table of contents, 6-7 
about, 1 7 

Basic Mac hardware chapter, 70 
Basic Mac software chapter, 280 
Communicating between comput- 
ers chapter, 772 
Databases chapter, 630 
Education & entertainment 
chapter, 814 
Fonts chapter, 350 
General principles chapter, 24 
Graphics chapter, 690 
Miscellaneous applications 
chapter, 876 

Miscellaneous hardware and 
accessories chapter, 262 
Page layout chapter, 742 
Printing chapter, 194 
Programming chapter, 838 
Spreadsheets chapter, 658 
Storage and memory chapter, 1 32 
Troubleshooting chapter, 514 
Utilities chapter, 464 
Where to find good information & 
inexpensive software chapter, 

898 

Word processing chapter, 544 
tagged image file format files, (see 
TIFF) 

Taj Mahal, illustration of, 982 
Tall Adjusted setting, 195, 220, 574- 
75 

taxes, software for, 878-79, 883-84 
Taylor, Tom, 497 
tear-off menus, 1 05, 1 07, 283 
technical supp>ort (see support) 

Teclind Design, 121 
teenagers, 823-24 
Teflon for mice, 121 
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telecommunications, 771-812 
(also see modems; networks) 
basics, 773-76 

between PCs and Macs, 804-8 
bulletin boards, 782-84 
Call Waiting, disabling, 781-82 
defined, 773 
downloading, 773 
E-mail, 777-78, 798-99 
garbage, 781 

information services, 784-88 

lightning and, 782 

remote typesetting and, 257 

screen blankers and, 112-13 

settings for, 774-75 

table of contents for chapter, 772 

tips for, 781-82 

uploading, 773 

telephone, antique, illustration of, 
735 

telephone cords vs. cables, 1 1 9 
telephones 

dialing with HyperCard, 856 
floppy disks and, 1 45 
telephone support (see support) 
temp files, 312 
Complete Undelete and, 525 
deleting, 313-14 

label when viewing by name, 312 
recovering unsaved files and, 525 
templates 

common templates folder, 340-41 
for defaults, 339 
defined, 339 

launching applications with, 340- 
41 

locking, 339 

for viewing fonts, 363-66, 91 0 
Tempo II, 501-2 
macros and, 345, 346 
Word conflict with, 502 
Ten Commandments, 25-30 
terminal emulation programs, 496 



terminators 

for network connectors, 790 
for SCSI cables, 1 54-55 
internally terminated devices, 

1 55, 1 56 

Terry, Fred, 278, 695-96 
Test Pattern Generator, 1 1 3 
Tetris, 833-34 
text boxes, 63-64 
illustrated, 63, 65 
popup menus for, 65 
text-handling utilities, 494-97 
text markers, 574 

Text to Address Book Converter, 506 
T.H. Alphabet Soup (fonO, 430 
Frankfurter font and, 423 
illustrated, 430 

theft of software, 28, 40-41, 42-43 
things to come (margin icon) 
about, 1 7 

basic Mac hardware, 78, 1 1 8 
basic Mac software, 322, 323, 

325, 326 
databases, 634 
fonts, 355, 416, 449 
miscellaneous hardware and 
accessories, 265 
page layout, 744 
printing, 225 
programming, 853 
storage and memory, 1 67, 1 68, 

1 70, 1 80, 1 83 
utilities, 465 
ThinkTank, 613 
32-bit addressing, 327 
3Com, 795 
3G Graphics 

Accents and Borders collection, 
735-36 

Business collection, 735 
Graphics and Symbols colleaion, 
735 

illustrations from, 735-36 
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throwing away feee deleting; Trash) 
Thunder, 495, 621-22 
ThunderScan, 258, 272, 273 
Tidy It Up!, 313, 491-92, 910 
Tiffany (font), 41 3 
illustrated, 413 

TIFF (tagged image file format) files, 
692 

PageMaker and, 749 
photographic images, 738-39 
QuarkXPress and, 749 
scanners and, 259 
Tiger's Den, The, 783 
tilde, 368-69 
Timbuktu, 801 

time-billing software, 888-89 
Time setting, 474 
Times (fonO, 405, 41 1 
(also see New York) 
fractions in, 403-4 
illustrated, 41 1 

substitution for New York, 246 
type styles for, 244 
Times Small Caps (font), 404-5 
illustrated, 404 
TimeWorks, 743 
tips 

(also see buying tips) 
choice of products for, 1 4 
disclaimer for, 8 
hardware 

compact Macs, 93-96 
general, 86-88 
Mac Portable, 96-98 
Mac II, 88-92 
telecommunications, 782 
printing 

advanced, 255-60 
basic, 208-18 
ImageWriter, 218-25 
LaserWriter, 225-39 
software 
clip art, 729-39 
Clipboard, 308-11 



tips, cont'd 

databases, 642-44 
FileMaker, 644-51 
Works, 651-56 
desktop, 340-43 
dialog boxes, 305-8 
draw programs, 71 6-1 8 
Freehand, 725-29 
Illustrator, 723-25 
MacDraw, 718-22 
SuperPaint, 704-15 
global software, 335-40 
for HyperCard programmers, 
860-71 

for HyperCard users, 854-60 
icons, files, and folders, 288-95 
menus, 281-88 
Multi Finder, 328-35 
page layout, 751-54 
PageMaker, 754-70 
paint programs, 699-704 
SuperPaint, 704-15 
programming 
HyperCard, 860-71 
QuickBASIC, 872-74 
QuickBASIC, 872-74 
security software, 541 
spreadsheets, 665-68 
Excel, 669-82 
Works, 682-88 
telecommunications, 781 
Works, 811-12 
windows, 295-305 
word processing, 563-75 
More, 615-19 
Word, 575-604 
Works, 608-12 
WriteNow, 604-8 
Works, 889-95 
communications, 811-12 
database, 651-56 
spreadsheet, 682-88 
word processing, 608-12 
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title bar of windows, 57 
illustrated, 58 
T/Maker 

ClickArt, 572, 731-33 
illustrations from, 731-33 
TN-3, 512 

Tobias, Andrew, 878 
To Do!, 507, 909 
toggles, 67, 287 
toner cartridges 
buying, 252-53 
getting the most from, 252 
printing envelopes and, 234 
refilling, 234, 253-55 
throwing out, 254 
warning light for, 254 
Toolbox, 840 
Tools (utility), 512 
Too Much (font), 430 
illustrated, 430 

top margin for ImageWriter substi- 
tutes, 199 
TOPS, 793 

Mac-PC file transfers and, 807 
Mac-PC networking and, 806-7 
repeater from, 794 
Torx T-1 5 screwdriver, 93 
Total Recall, 1 70 

TPD (Two-Page Display), 100, 105- 
6, 107 

trackballs, 122-24 
built into Mac Portable, 80, 98 
CH Products RollerMouse, 123- 
24 

Kensington TurboMouse, 123 
tracks, 1 38-39 
illustrated, 138 
trademark, 370 
trademark notice, 8 
tragedy of the commons, 28 
train, illustration of, 734 
Trajan (fonO, 416 
illustrated, 416 



transparencies, printing, 251 
Trash, 54 
(also see deleting) 
bulging icon, 57, 342 
illustrated, 57, 342 
ejecting disks and, 294 
emptying, 57, 341-42 
automatically, 342 
illustrated, 51 , 55, 56, 57 
inits and, 469 
locked files and, 341 
MultiFinder and, 333 
opening, 56-57 
recovering files from, 1 42, 342 
ResEdit alteration of icon, 841^2, 
845-46 

illustrated, 845-46 
re-using floppy disks and, 1 47 
selecting, 54 
window, 56-57 
illustrated, 56 
trashed disks, 142, 523-24 
trashing fsee deleting) 

Travis, Esther 

art on Macintosh Bible Software 
Disks, 91 0 

illustrations by, 19, 22, 34, 48, 
462, 512, 836, 873-74, 895-96, 
911-12 

triangle symbol 
downward-pointing, 53, 282 
illustrated, 53, 282 
right-pointing, 53, 282 
upward-pointing, 282 
triggerfish, illustration of, 739 
Trimar, 791 

trivia (see gossip/trivia) 
troubleshooting, 513-42 
(also see bug; important warning; 

very bad feature) 
alert txjxes 
beginners' guide, 66 
defined, 305 
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troubleshooting, cont'd. 
error codes, 534-35 
messages in, 530 
resource for, 840 
emergency floppy disk ejection, 
149 

error messages and codes 
alert box messages, 530 
alert error codes, 534-35 
bomb ID numbers, 535-38 
out of memory messages, 1 87- 
88, 248, 330 
resource for, 841 
sad Mac code numbers, 538-39 
floppy disks 
corrupted, 1 49-50 
stuck in drives, 150-51 
fonts, 449-54 

ID conflicts, 256, 257, 449-53 
hard disks 

accidentally shutting off, 1 71- 
72 

icon missing on Mac H's, 92 
identifying problems, 515-18 
ImageWriter 

printing gibberish, 220-21 
squished lines from LQ, 225 
init clashes, 469-70 
laser printer hangups, 229 
laser printer won't print document, 
248 

Mac Plus power supply overheat- 
ing, 95-96 
Mac H's 

opening chord on, 89 
won't start, 91 

preventive measures, 51 7-1 8 
printing, 51 5-1 6 
PrintMonitor icon flashing, 233 
recovering files, 523-25 
from crashed floppies, 523-24 
deleted files, 524-25 
deleting and, 142 



troubleshooting, cont'd. 
file partitions and, 1 80 
initializing and, 142 
from 1.4MB disks initialized as 
800K, 148-49 
from trash, 342 
unsaved files, 525 
sad Macs, 532, 538-39 
SCSI device won't boot, 1 58-59 
system errors (crashes), 529-31 
bomb ID numbers, 535-38 
bombs, 531 
defined, 530 
during startup, 533 
during use, 533-34 
hangs (freezes), 107, 531 
table of contents for chapter, 51 4 
tear-off menus and crashes, 1 07 
viruses, 526-29 

invisible files and, 31 3, 528-29 
protecting against, 267-68, 
527-29 

TrueType, 325,355,416 
Tuneup, 512 

TurboMouse trackball, 123 
TurboStar, 794 
Turner, Kathleen, 202 
turning off 

(also see cancelling; shutting 
down the Mac) 
hard disks, 1 71 
MacroMaker, 503 
printers while printing, 21 4 
RAM cache, 1 89-90 
tutorials, 39 

twenty-four bit color, 1 04 
II in a Mac, 809 

Two-Page Display, 1 00, 1 05-6, 1 07 
typefaces (see fonts) 

Type Manager (see ATM) 

Type 1 fonts, 448 
Type Reunion, 456 
illustrated, 456 
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typesetters (see imagesetters) 
TypeStyler, 444-45 
illustrated, 444, 445 
type styles 

on dot-matrix printers, 245, 355 
font viewing template for, 363-66, 
910 

on laser printers, 244-45, 356 
special styles, 360-61 
Type 3 fonts, 448 
typing 

(also see word processing) 
ergonomics of, 1 25-26 
macro for reversing letters, 575 
typographic effects 
with graphics programs, 375-76, 
444-45 

illustrated, 375, 444-46 
utilities for, 443-47 
typographic symbols, 371-72 

u 

Umbra (font), 416 
illustrated, 416 

Umlas, Bob, contributions by, 669- 
70, 671-72, 673, 676, 677, 

678, 679-80, 682 
umlaut, 369 
Hungarian, 373 
uncial fonts, 421 
Undo command, 36 
Clipboard and, 309 
multiple undos, 553 
unlocking (see locking) 
unmounting 
hard disk volumes, 1 78 
SCSI devices, 159-60 
UnScrolly, 508 
illustrated, 508 

updates to The Macintosh Bible, 1 4 
Updike, John, 522 



upgrading 
games and, 815 
LaserWriter ll's, 203 
Macs, 84-86 
non-Apple kits, 86 
RAM, 181-86 
Mac Portable, 80 
uploading, 773 

(also see telecommunications) 
user groups, 906-8 
described, 906-7 
NJMUG BBS, 783 
software from, 41, 471 
utilities, 463-512 
(also see programs; software) 
backup utilities, 521-22 
basic Apple utilities (and substi- 
tutes), 479-83 
defined, 281,465 
disk rescue utilities, 524 
file handlers and Finder substi- 
tutes, 486-93 
font utilities, 436-48 
graphics tools, 497-98 
macro programs, 501-4 
managing fonts and DAs, 483-86 
managing utilities, 465-72 
miscellaneous utilities, 504-12 
network utilities, 799-803 
screen savers and capture pro- 
grams, 498-501 

table of contents for chapter, 464 
text tools, 494-97 
version number convention in this 
book, 1 9 

Utility City (font), 380, 403-4 
fractions with, 403-4 
illustrated, 380, 404 
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V 

vacation, illustration for, 737 
Vaccine, 528 

vacuum cleaners, warnings about, 
145, 237 

Van Dijk (font), 425 
illustrated, 425 
vaporware, 43 
Varcon, 886-87 
Varityper, 201 
Velijovic (font), 426 
illustrated, 426 
Venice (font), 408 
illustrated, 408 
Venture Science Fiction, 30 
Verbum, 901 

very bad feature (margin icon) 
about, 1 6 

basic Mac hardware 
general hardware tips, 87 
keyboards, 1 17, 121 
models of the Mac, 81 
monitors, 110, 111, 112 
tips on compact Macs, 95 
tips on Mac M's, 88 
basic Mac software, 296 
communicating between comput- 
ers, 786, 787, 788 
databases, 636, 638 
education and entertainment, 821, 
829 

fonts, 356, 379, 41 2, 455 
general principles, 36, 37, 38, 39 
graphics, 698, 738 
miscellaneous applications, 893 
miscellaneous hardware and 
accessories, 272, 275 
page layout, 745, 748, 751 
printing, 202, 228, 235, 244 
storage and memory, 1 54, 1 63, 
164 

troubleshooting, 522 



very bad feature (icon), cont'd. 
utilities, 499 
word processing 
spelling checkers, 624 
tips on More, 61 5 
word processors, 550, 551, 552, 
554, 556, 557, 561,563 
Works tips, 608 

very good feature (margin icon) 
about, 1 6 

basic Mac hardware 
comfortable place to work, 128, 
129 

keyboards, 1 1 9 

mice and mouse substitutes, 

121, 123, 124 
models of the Mac, 76 
monitors, 98, 99, 105, 106-7, 
109 

basic Mac software, 288, 31 0, 
324, 325, 327 

communicating between comput- 
ers 

bulletin boards and information 
services, 786 

networks, 789, 790, 792, 793, 
794, 797, 799, 800, 801 
PC to Mac and back, 805, 807 
telecommunicating, 776, 777, 
778 

databases 

programs, 634, 635, 636, 637, 
638 

Works tips, 652 
education and entertainment 
action and adventure games, 
833, 834 

educational software for adults, 
825, 826, 827, 829 
educational software for kids, 
817, 820, 823 

music programs, 830, 831, 832 
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very good feature (icon), cont'd. 
fonts 

bit-mapped font sampler, 405, 
407, 408, 409 
font basics, 367 
font utilities, 439, 440, 447 
outline font sampler, 41 0, 41 1 , 
412,413,414,415,417,420, 
423, 424, 427, 430, 432, 433 
special fonts, 376, 378, 380, 
397, 403 

general principles 
hardware buying tips, 32, 33 
software buying tips, 35, 36 
why don't they all do that?, 45, 
46, 47 
graphics 

clipart, 730, 731,735, 736 
Freehand tips, 728 
programs, 693, 694, 695, 696, 
697, 698 

miscellaneous applications 
financial and accounting 
programs, 877, 878, 879, 882, 
883, 884 

miscellaneous software, 884, 
885, 886, 887, 888 
miscellaneous hardware and 
accessories, 264, 266, 276 
page layout 
PageMaker tips, 766 
programs, 743, 745, 746, 747, 
748, 749, 750, 751 
printing 

fonts on laser printers, 240, 241, 
242, 249 

LaserWriter tips, 229, 233, 236 
printers that work with Macs, 
199, 200, 204, 206, 207 
programming 
basics, 840 

languages, 852, 853, 854 



very good feature (icon), cont'd. 
tips for HyperCard program- 
mers, 860, 861 , 866 
tips for HyperCard users, 859 
spreadsheets, 659, 660, 662, 663 
storage and memory, 1 59, 1 64, 
165, 166 

troubleshooting, 518, 521, 524, 
528 
utilities 

basic Apple utilities (and 
substitutes), 480, 481, 482 
file handlers and Finder substi- 
tutes, 486,487, 488, 491,492 
macro programs, 502 
managing fonts and DAs, 484, 
485 

miscellaneous utilities, 504, 

510, 511 

screen savers and capture 
programs, 499, 501 
text tools, 494 

where to find good info & inex- 
pensive software, 903, 904, 906 
word processing 
outliners, 612, 613 
spelling checkers, 621 , 622, 624 
tips on More, 61 5, 61 7 
word processors, 547, 549, 553, 
557, 558, 559, 561 
Word tips, 579, 590 
Works tips, 609 
WriteNow tips, 608 
very hot tip (margin icon) 
about, 1 6 

basic Mac hardware 
comfortable place to work, 1 25, 
126 

mice and mouse substitutes, 1 24 
monitors, 99, 1 02 
tips on Mac H's, 88, 91 
tips on the Mac Portable, 97 
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very hot tip (icon), cont'd. 
basic Mac software 
Clipboard tips, 309, 31 1 
global and desktop macros, 343, 
345, 346 

global software tips, 338, 339 
miscellaneous desktop tips, 342 
MultiFindertips, 333, 334 
system folder and startup disks, 
316 

tips on icons, files, and folders, 
288, 289,290, 291,293,295 
tips on windows, 296, 297, 300, 
302 

communicating between comput- 
ers, 781 , 788, 798, 802, 81 1 
databases 
basics, 633 

FileMaker tips, 644, 649 
general tips, 643, 644 
programs, 635, 637 
Works tips, 654, 655 
education and entertainment, 816 
fonts 

advanced font info, 450, 452 
font basics, 359, 360, 361 
font utilities, 437 
special characters, 372, 373, 
374, 375 
general principles 
hardware buying tips, 31 , 33 
software buying tips, 35, 39, 42 
Ten Commandments, 26 
graphics 

draw program tips, 716, 71 7 
Freehand tips, 727, 729 
Illustrator tips, 724, 725 
MacDraw tips, 71 9, 721 , 722 
paint program tips, 700, 701 , 
703 

SuperPaint tips, 704, 707, 708, 
709, 710, 711,712 



very hot tip (icon), cont'd. 
miscellaneous applications, 882, 
892, 893, 895 

miscellaneous hardware and 
accessories, 267, 269, 274 
page layout 

basic design tips, 751 , 753 
PageMaker tips, 754, 756, 757, 
758, 759, 760, 762, 763, 768 
programs, 744 
printing 

advanced printing tips, 255 
basic printing tips, 214 
fonts on laser printers, 240, 248 
ImageWriter tips, 219, 222, 223 
laser printer supplies, 249, 252 
LaserWriter tips, 227, 234, 236, 
237 

printers that work with Macs, 
198, 199, 204,205 
programming 
ResEdit, 842, 843 
tips for HyperCard program- 
mers, 864, 865, 867, 870, 871 
tips for HyperCard users, 855, 
857, 859 
spreadsheets 

Excel tips, 670, 671, 673, 674, 
675, 677, 679, 680 
general tips, 668 
Works tips, 683, 686 
storage and memory 
floppy disks, 1 48, 1 50 
hard disks, 162, 163, 164, 171, 
173, 174 

memory allocation, 1 87 
SCSI devices, 1 58 
troubleshooting 
backing up disks, 51 9, 520 
recovering data from disks, 529 
security and protection software, 
539, 540, 541,542 
system errors, crashes & bombs, 
531, 532, 533,534 
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very hot tip (icon), cont'd. 
utilities 

managing fonts and DAs, 485, 
486 

managing utilities, 469 
word processing 
general tips, 564, 565, 566, 
567, 573 

tips on More, 61 6 
word processors, 546, 548, 560 
Word tips, 576, 580, 585, 588, 
590, 591,592, 593,596, 599, 
601,603 
Works tips, 609 
WriteNow tips, 604, 607 
very low frequency (VLF) radiation, 
264 

Victorian (font), 426 
illustrated, 426 

video camera-based digitizers, 273 
video cards, color, 81 , 1 03-4 
videotapes, newsletter on, 903 
Viewer, 909 
viewing 
by color, 299 
files, 60-61 , 290 
sort order for, 297-98 
folders and programs, 1 73 
fonts 

ID numbers, 450-51 
template for, 363-66, 91 0 
by icon, 1 40 
list views, 289-92 
grouping files on, 297-98 
macros for commands, 344 
View menu, 60-61 , 299 
illustrated, 61 

macros for commands, 344 
Viking monitors, 1 09-1 0 
vine and spider web, illustration of, 
912 

Vineta (font), 418-19 
illustrated, 418-19 



Virtual 2.0, 192 

virtual memory, 134, 191-92, 327 
hardware requirements, 191, 192, 
323 

Virus Detective, 528 
viruses, 526-29 
basics, 526 

common viruses, 526-27 
detection and eradication, 527-28 
invisible files and, 31 3, 528-29 
protecting against, 267-68, 527- 
29 

VirusRx, 528 
visual interface, 49-50 
visually impaired computer users, 
908 

Vivaldi (font), 426 
illustrated, 426 

VLF (very low frequency) radiation, 
264 

Volaski, Maurice, 497 
voltage, adjusting on Mac Plus, 95- 
96 

volume, speaker, 474, 476 
volumes, hard disk, 1 78 
Voyager, 827-28 

w 

WANs (wide area networks), 789 
(also see networks) 

Ward, Michael, 35 
Ware, Richard, 420 
warfare symbols, 396 
warnings (see important warning) 
warranties 
AppleCare, 267 
disclaimer, 8 
for hardware, 32 
opening Mac SE case and, 95 
warriors, women, illustration of, 770 
wDEF virus, 527 
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Weigand, C. J. 
about, 22 

contributions by, 1 52, 1 55-57, 
265-66, 271,519, 541,567, 
700-701, 719, 721, 722, 752- 
53, 759, 763 
newsletter by, 902 
Weigand Report, The, 902 
Welch, Andrew, 497, 500, 507 
WetPaint clip art, 730-31 
ArtRoundup DA, 731 
illustrations from, 44, 68, 129, 
260, 348, 628, 739, 740, 812, 
982, 1013, 1105, 1106 
PatternMover DA, 731 
when in doubt, 67, 68 
Where in Europe Is Carmen 
Sandiego?, 823 

Where to find good information and 
inexpensive software, 897-911 
books, 904-6 

Macintosh Bible Software Disks, 

908-1 1 

magazines and newsletters, 899- 
903 

user groups, 906-8 
Whole Earth Catalogs, 826 
why don't they all..., 45-48 
wide area networks (WANs), 789 
(also see networks) 

Widgets, 230, 488 
Williams, Robin, 905-6 
WillMaker, 884-85 
windows 
active, 57 

alphabetizing icons in, 302 
beginners' guide, 56-59 
buried, locating, 296 
cleaning up, 301-2 
closing, 57 

automatically, 300-301 
macros for, 346, 347 
desktop file and, 139-40 



windows, cont'd. 
disk ghosts and, 295 
dragging, 57 
Finder 7 and, 325 
moving inactive windows, 296 
opening, 56 
temporarily, 300 
printing, 215, 469 
scroll bars, 57-58 
illustrated, 58 
scrolling, 58-59 
illustrated, 59 
sizing, 57 

standard Mac interface enhance- 
ments, 45 
tips on, 295-305 
zoom box, 45, 57, 295-96 
illustrated, 58 
Wingz, 38, 661-62 
Wolfson, Rich 
about, 22 

contributions by, 95-96, 111, 

118, 236-37, 752, 789-93, 
794-803, 805, 808, 809 
LaserOneCopy by, 802-3 
women, Japanese, illustrations of, 
628, 770 

woman thinking, illustration of, 22 
Word 4 Companion, 906 
Word (Microsoft), 548-52, 575-604 
(also see word processing) 

About Microsoft Word, 601 
Again command, 592 
arrow key shortcuts, 580 
boldface, italics, and plain text 
commands in, 36 
caret, searching for, 592 
carriage returns in imported 
documents, 603 
chaining documents in, 21 6 
Change To:, supercharging, 591 
Character dialog box, 358 
illustrated, 358 
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Word, cant'd. 
character formatting 
copying, 586-87 
in Glossaries, 593 
keyboard commands, 586 
plain text, 587 
Clipboard 
bypassing, 585-86 
graphics dump to, 599 
usage, 308-9 

command hierarchy in, 551-52 
copying 

character formatting, 586-87 
paragraph formatting, 589 
text, bypassing Clipboard, 585- 
86 

cutting, bypassing Clipboard, 
585-86 
dates 

dynamic, 601-2 
macros for styles of, 602 
deleting, 584 

automatic page number in Print 
Preview, 597 

blank lines from merge print- 
outs, 603-4 

carriage returns from imported 
documents, 603 
dialog boxes 

keyboard commands, 583-84 
opening from window hot spots, 
576-77 

DiskTop conflict with, 488 
doubleclicking in Print Preview, 
596-97 

enhancements to standard Mac 
interface, 45-48 
Fast Save, disabling, 600 
FileMaker repeating fields and, 
650 

font ID number displaying, 450- 
51 

footers, circumventing, 597-98 



Word, cant'd. 

footnote reference mark, searching 
for, 592 

footnote window, 603 
Format menu. No Paragraph 
Border command for, 598 
formula character, searching for, 
592 

framing a page, 599 
Glossaries 

dynamic dates and times, 601-2 
kerning formula in, 589 
macros and, 602 
standard and nonstandard, 594 
unusual but useful, 593 
in Work menu, 593 
graphics 

dumping to Clipboard, 599 
framing a page, 599 
in Glossaries, 593 
searching for, 592 
selecting with Option key and, 
585 

sizing and cropping, 599 
hard space, searching for, 591 
headers, circumventing, 597-98 
hyphens, 587-88 
searching for, 591 
importing to 
from More II, 618 
non-Mac documents, 603 
kerning, 588-89 
keyboard shortcuts 
Again command, 592 
arrow key extensions, 580 
character formatting, 586 
dialog box control, 583-84 
menu control, 581-82 
numeric keypad commands, 
578-79 
illustrated, 579 
paragraph formatting, 589 
scrolling, 577 
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Word, cont'd. 

selecting with Shift key, 584 
top-of-paste jump, 586 
leading control, 590 
line spacing, 589 
list shortcuts, 583 
macros, for date style, 602 
mail merge, deleting blank lines, 
603 ^ 

manual for, 552 
menus 

customizing with mouse, 581 
Glossaries in, 593 
keyboard control of, 581-82 
popup menu shortcuts, 583-84 
newline character 
improved, 590 
searching for, 591 
numeric keypad shortcuts, 578-79 
illustrated, 579 
outliner, 549 

overhead for documents, 1 37 
page break 

adding in Print Preview, 597 
in Glossaries, 593 
searching for, 591 
page framing, 599 
page number in windows, 577, 
578 

paragraph formatting 
copying, 589 
in Glossaries, 593 
hot spot on window for, 577 
illustrated, 577 
keyboard commands, 589 
problems with, 550 
removing paragraph borders, 
598 

spacing, 589 

paragraph marker, searching for, 
591 



Word, cont'd. 
pasting 

bypassing Clipboard, 585-86 
top-of-paste jump, 586 
popup menu shortcuts, 583-84 
printing-in-progress box for, 215 
printing multiple documents from, 
216 

Print Preview 
adding page break, 597 
deleting automatic page num- 
ber, 597 

doubleclicking in, 596-97 
paging and scrolling in, 597 
question mark, searching for, 592 
reopening documents, 550 
reviews of, 548-52 
Ruler, 580 

hot spots on, 576, 577 
illustrated, 577 
spacing icons on, 589 
saving 

disabling Fast Save, 600 
documents, 550 
keyboard shortcuts, 582 
scanning long documents, 600 
Screen Test (screen saver), 601 
scrolling 

from keyboard, 577 
in Print Preview, 597 
searching 

finding again, 592-93 
search and replace function, 

551 

for special characters, 591-92 
section break 
in Glossaries, 593 
searching for, 591 
selecting 

basic commands, 584 
with Option key, 584-85 
selection bar, 575-76 
with Shift key, 584 
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Word, cant'd. 

shifting text, eliminating, 590-91 
soft hyphens, 587-88 
searching for, 591 
sorting order in, 594 
spacing, 589 
spelling checker 
out of memory messages and, 
187 

problems with, 550-51 
Styles, 549 
defaults, 594-95 
hot spot on window for, 577 
illustrated, 577 
importing, 595-96 
merging, 595-96 
Next Style override, 596 
for pre-existing documents, 595 
tables in Glossaries, 593 
tabs, 576, 580 
searching for, 591 
tear-off menus conflia with, 107 
temp files from, 313 
Tempo II conflia with, 502 
times, dynamic, 601-2 
tips on, 575-604 
typesetting language, 588-89 
white space, searching for, 591 
windows 

cycling through, 576 
footnote window, 603 
Co Back between, 576 
hot spots in, 576-77 
illustrated, 577 
scrolling from keyboard, 577 
splitting, 576 
toggling sizes, 576, 577 
Word 4 Companion, 906 
Work menu. Glossaries in, 593 
Works file transfers and, 81 0 
word count (see words, English) 
Word Finder, 624 
WordMaker, 562-63 



Word Munchers, 822 
WordPerfect, 450, 556 
word processing, 543-628 
(also see specific word processsing 
programs) 
basics, 545-46 

choosing a word processor, 547- 
48 

dashes and hyphens, 564 
distorted graphics, fixing, 574-75 
double-sided printouts, 573-74 
features, 545-46 
Glossary substitutes, 568-69 
importing non-Mac documents, 
574 

insertion point vs. I-beam pointer, 
563-64 
leading, 569 

letterhead, custom, 570-72 
PC-Mac file transfers and, 807-8 
quotes, 566-68 

reviews of word processors, 548- 
63 

ruler lengths, 573 
spaces 

after italics, 564-65 
hard space, 565-66 
Styles, 547, 569-70 
table of contents for chapter, 544 
text markers, 574 
tips on, 564-75 

word count, estimating, 572-73 
WORD Processor, The, 15 
words, computer, defined, 1 35 
words, English 
counting, 545, 620 
estimating count for, 572-73 
number of characters in, 137, 
572-73 

sesquipedalian, 572 
WordStar, 42 
work, fun vs., 25 
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Works (Microsoft) 
ampersand commands, 890-91 
Apple 11-Mac file transfers and, 
809-1 0 

columns in, 892-93, 894 
communications module tips, 
811-12 

current date and time with, 891 
database module, 639, 651-56 
AND and OR hierarchy, 656 
columns too narrow, 688 
computed fields, 652 
date, 651 

dates vs. serial numbers in, 688 
deleting fields, 653 
ditto fields, 651-52 
double-clicking on fields, 652- 
53 

illustrated, 653 

duplicating data from previous 
record, 651-52 

entering data and text, 687-88 
Find Field, 654 
Form view, switching to List 
view from, 652 
incremental fields for, 893 
List view tips, 652 
Match Records, 654 
moving around, 687 
multilevel sorts, 644 
pasting from List view, 652 
percents with, 688 
Records Selection command, 
654 

reports, 655, 893 
review of, 639 
searching tips, 654, 656 
selecting tips, 654, 655 
sorting tips, 644, 653 
spreadsheet functions with, 654 
subfiles, identifying, 655 
time, 651 



Works, cant'd. 

tips for, 651-56, 687-88 
totaling on first character, 655 
enhancements to standard Mac 
interface, 45-46 
exporting, 891 
between modules, 892 
form letters with, 893 
headers and footers 
ampersand commands for, 890- 
91 

date and time in, 891 
style changes for, 891 
importing, 891-92 
between modules, 892 
lists, alphabetizing, 892 
macro recorder, 893 
New command shortcut, 889 
Open dialog box, 64 
illustrated, 64 

pasting, centering objects, 895 
plain text command in Works I, 36 
pointers, special, 889-90 
reports, sophisticated, 893 
reviews of 

database module, 639 
spreadsheet module, 663 
word processing module, 562 
sharing data between modules, 

892 

shift-dragging in, 894 
spreadsheet module, 663, 682-88 
border commands, 684-85 
cells 

absolute locations, 667 
blank cells, 684 
border outline macro, 686 
cell-click shortcuts, 682-83 
moving contents, 684 
charts tips, 686-87 
dates vs. serial numbers in, 688 
entering data and text, 687-88 
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Works, cant'd. 

freezing numbers in, 668 
Go To Cell vs. Find Cell, 684 
macros, 685, 686 
moving around, 687 
Paste Function command, 683 
percents with, 688 
printing tips, 665, 685 
review of, 663 
rows and columns, tips for, 
683-84, 688 

scrolling, clicking scroll box, 682 
sorting in, 683 
tips for, 682-88 
tips, 889-95 

communications module, 811- 
12 

database module, 651-56, 687- 
88 

spreadsheet module, 682-88 
word processing module, 608- 

12 

windows 

cycling through, 890 
zooming, 890 

word processing module, 562, 
608-12 

columns and, 892-93 
graphics tips, 611-12 
indents, 609-1 1 
illustrated, 610 

labels, printing multiples, 612 
margins, 609-1 1 
illustrated, 610 
page breaks, 61 1 
page zero, 61 1 
pasting, 611-12 
Redo, nontoggling, 608-9 
review of, 562 
Ruler tips, 609-1 1 
search text, automatic entry of, 
609 

tabs, 609 
illustrated, 609 



Works, cant'd. 
tips on, 608-1 2 
title pages with, 61 1 
Undo, nontoggling, 608-9 
zooming windows, 890 
workstation ergonomics, 1 24-29 
Works-Works Transporter, 81 0 
World Class fonts, 380, 406, 408-9 
(also see specific fonts) 
foreign alphabets, 408 
illustrated, 406, 408-9, 433-34 
LaserType fonts, 433-34 
utilities with, 437-39 
world map, illustration of, 737 
worms, illustration of, 895 
Write (Microsoft), 561-62 
WriteNow, 557-59, 604-8 
arrow keys, 605 
closing all documents, 605 
dialog boxes, tabs and returns in, 
607 

dictionary, bulk editing of, 608 
fonts 

changing font size, 606 
suppressing menu fonts, 604-5 
formatting defaults, creating, 606-7 
importing merge documents from 
Word, 608 

keyboard shortcuts, 605-6 
leader characters, custom, 607 
margins, relative, 607 
menu fonts, suppressing, 604-5 
paragraph formatting, 608 
paragraphs, unique, 608 
printing-in -progress box for, 21 5 
return character in dialog boxes, 
607 

reviews of, 557-59 
Ruler, keyboard commands for, 
606 

tab character in dialog boxes, 607 
tips on, 604-8 
wrong-place folder, 172 
WYSIWYG, 549 



Index llOS 





X 

X, in Macintosh computer names, 75 
x-height of font, 352, 359 
Xmodem, 805 
XON/XOFF protocol, 775 
X-rays, floppy disks and, 146 
x's (fancy), 383 



Y 

yellow plastic disk, 1 46-47 
yen sign, 370, 373 



z 

Z88 laptop, 275-76 
Zapf Chancery (font), 41 3, 41 8 
illustrated, 413, 418 
Optima vs., 413 
size of, 359 
type styles for, 244 
Zapf Dingbats (font), 413 
accent characters, 386-87 
by categories, 381-86 
illustrated, 381-87 
by keyboard, 386 
by logic, 387 
untypable characters, 373 
Utility City font and, 380 
Zapf, Herman, 41 2, 41 3 
zapping the PRAM, 87-88 
Zarifa, Gloria, 1 1 
Zondervan, 1 5 

zoom box of windows, 57, 295-96 
illustrated, 58 

Microsoft's approach vs., 45 



!from tHe WclVaint dip-art collection. 
Copyright © 1988-89 By ‘DuBl-ClickjSoft'Ware Inc. 

nil rights reserved. 
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The most usehil book I have ever purchased. 

ROBERT BARON, NORTHRIDCECA 

By far the most useful and interesting how-to 
book I've ever seen — on any topic.... 

A remarkable achievement. 

ELLIOT ARONSON, SANTA CRUZCA 

Exceedingly well done. I've acquired just about 
every help book published for the Mac 
and yours is the best. 

FRED J. KEENE, GREENVILLE ME 

The single most useful book in my 
extensive computer library. 

FRANK STOBBE, CARLSBAD CA 

Everyone in our office is competing for it. 

GEORGE D. HERMANN, PORTOLA VALLEY CA 

Great book! I have to keep track of who 
uses it so it won't disappear. 

ELLEN TOWNSEND, DUBLIN CA 

I've spent the last three months 
searching for such a book. 

JACK COREY, SANTA CLARA CA 

Apple should include this with every Mac. 

MICHAEL A. SHOEMAKER, LONG BEACH CA 

I didn't expect so much humor 
in a reference book. It's great! 

GRETCHENS. SMITH, REDWOOD CITY CA 

Your "Bible" is indispensible. Rarely do you find such 
a combination of knowledge, common sense and 
enthusiasm...Congratulatlons! 

JOANNE M. YATES, ST. HELENA CA 

Wonderful! It's like having a private teacher. 

LEE EVAN BELFIGLIO, BELLEVUE WA 
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Don't know what I'd do without it. 

SUSAN WESEL, WOODLAND HILLS CA 

I couldn't manage without it. 

SHARYN STILLMAN, LOS ANGELES 

Several lifetimes' worth of hints. 

ROBERT M. COTE, SANTA MONICA CA 

Saved my "* often! Thanks. 

KATHY FLETCHER, SAN JOSE CA 

Within five minutes of opening it 
I had a solution to a problem. 

KIERNAN BURKE, BOSTON MA 

A tremendous timesaver! 

MICHAEL LA BROOY, BRITISH COLUMBIA, CANADA 

Faid for itself in one evening's use. 

FRED MATICA, PORTLAND OR 

Worth $100. 

DON CHESTERS, ROSEVILLE Ml 

Worth a million. 

CHRIS D'ANGELO, WAGONTOWN PA 

Although you state that it's not intended to be read 
cover to cover...! have read it cover to cover — twice! 

JUDIE CRUMMEL, SAN FRANCISCO 

As good as curling up with a favorite novel. 

SUZANNE SLADE, SAN FRANCISCO 

Once you start reading it you can't put it down! 

BRAD HOLIFIELD, ANCHORAGE 

Addictive reading. 

STEVEN MINTA, DAVIS CA 



I use it constantly and read it over and over. Thanks! 

SYLVIA WILSON, LOS ANGELES 
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/ couldn't put it down. 

MARSHA PATO, MILLBRAE CA 

My constant companion. 

).T. DOCKING, BRIGHTON, SOUTH AUSTRALIA 

A true Bible. 

MARYAGAN, PHOENIX AZ 

A Godsend. Thanks for writing it. 

VALARIEA. SHEPPARD, AKRON OH 

I keep it by my bedside — which is more than I can 
say for the King James version! 

LAUREN M. GEE, NEW YORK CITY 

ISow I can tell my mother / read the Bible every day. 

RANDY PREUSS, BURNSVILLE MN 

Very useful! A lot easier to follow 
than the instruction manuals. 

KAREN CANTOR, LONGWOOD FL 

Written for normal, nontech minds. 

GASPAR P. CHACON, SANTA FE NM 

I'm a new Mac user and your Bible made a huge 
difference in my getting comfortable and 
feeling confident. Thanks! 

STANLEY SELIB, SHARON MA 

I wish I'd had this book when / first bought my Mac. 

RICHARD D. VETTER, AIEA HI 

I love the book! 

PATRICIA ARNOLD, BAY HARBOR ISLANDS FL 
LORI B. BROOKS, SAN FRANCISCO 
TOM JAYCOX, REDMOND WA 
JACQUES LEVY, NEW YORK CITY 
MARK LUHDORFF, SACRAMENTO CA 
GEORGE VENETIS, CHICAGO 

Great Job! Terrific value! Congratulations. 

DYKES CORDELL, AUSTIN TX 
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Super book! 

KELLY). ALIC, EVANSVILLE IN 
RICHARD MATHERS, LIVERMORE CA 

Very good! 

RICHARD M. GILLESPIE, ANAHEIM CA 
L.P. HARDING, SANTA CLARA CA 
C.G. MILLINGER, STOCKHOLM, SWEDEN 
MICHEAL SEBALLOZ, HASTINGS NB 
CHARLES EDWARD YOST, REPUBLIC WA 

Very, very, very, very, very, very, 
very, very, very, very good! 

DAVID BIANCO, ST. LOUIS 

The best! 

JOHN FONG, SAN FRANCISCO 
MARK A. KATONA, COLUMBUS OH 
KEVIN KINE, SIOUX FALLS SD 
JANET LEVY, INDIANAPOLIS 
CHRISTOPHER C. MASTEN, MONROVIA CA 
KATHY PARKER, TOLEDO OH 

Very helpfUl! 

SUE FISCALINI, SAN LUIS OBISPO CA 
MARILYN JENAI, SARASOTA FL 
KAREN LOVINS, BALTIMORE MD 
PHILIP PETTY, VISALIA CA 
J.P. SAHEURS, ONTARIO, CANADA 
KAREN ROUNDS, GRANDVIEW WA 

Very useful! 

ALLAN GUMMING, DUNEDIN, NEW ZEALAND 
GEORGE W. DERUM, PACIFICA CA 
M.H. MCCONEGHY, PROVIDENCE Rl 
BRUCE RYNDFLEISZ, LONG BEACH CA 

Extremely helpful! 

JOE BAUER, GRAND RAPIDS Ml 
JUDI JONES. TAMPA FL 
BILL SHANAHAN, BLOOMINGDALE IL 

Tremendously useful! 

JOHN SAITO, HONOL UL U 
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Great! 

MITCHELL AtDELBAUM, ATHENS OH 
EDWARD AMBINDER, M.D., NEW YORK CITY 
COL. S.E. ARMISTEAD, FORT KNOX KY 
RICHARD S. ARNOLD, STUDIO CITY CA 
RICHARD D. BENNETT, PHOENIX 
BOB BERRY, VAN NUYS CA 
JERRY BLAIR, WALNUT CREEK CA 
GAUDENZ BON, AARAU, SWITZERLAND 
DAVID J. BROWN, KNOXVILLE TN 
DIANE S. BRUCE, CUT OFF LA 
NANCY BRUNSON, BLUE LAKE CA 
MIMI CHAN, GLENVIEW IL 
LAUREN E. CHEDA, REDDING CA 
DOUGLAS R. CHEZEM, FAIRFAX VA 
NARES CHOOBUA, WEST LOS ANGELES 
JOE COHEN, SANTA FE NM 
WAYNE COOLEY, VENTURA CA 
JACK COREY, SANTA CLARA CA 
KRIS. A. CUELLO, SIERRA VISTA AZ 
JACK CUTTER, ORINDA CA 
DAVID M. DELOACH, HONOLULU HI 
NICHOLAS DEPAUL, PALO ALTO CA 
P.H. DEWEY, GOODYEAR AZ 
MARTIN D. DILL, PORTLAND OR 
STEPHEN S. DILTS, SAN FRANCISO 
DAVID L. DODD, HOUSTON 
PETER R. DUFFY, VICTORIA, AUSTRALIA 
JAMES M. EARLY, PALO ALTO CA 
CHRIS R. EATON, SAN JOSE CA 
MICHAEL A. EFFINGER, UPPER DARBY PA 
PETER H. ELLZEY, SANTA FE NM 
MARTHA J. ERDMANN, FARGO ND 
RON C. ESTLER, DURANGO CO 
DAVE FELL, CHICAGO 

DR. EDWARD BERNARD GLICK, BROOMALL PA 
ELAINE GOLDSTEIN, NEW ORLEANS 
LARRY GOTTLIEB, WALNUT CREEK CA 
MIKE GREER, CULVER CITY CA 
KATHERINE A. GRIFFING, SOUTH NORWALK CT 
E.J. GROTH, SCOTTSDALE AZ 
NEALE HALL, QUEENSLAND, AUSTRALIA 
DEAN HEINBUCH, OKOLONA MS 
LORETTA HARRISON, CORVALLIS OR 
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JEFFREY HERMAN, CUPERTINO CA 
MERRILL F. HICHAM, BELMONT CA 
KEITH HOLZMAN, LOS ANGELES 
ALLEN S. HORWITZ, CANOGA PARK CA 
DEBRA A. JARVENSIVU, ONTARIO, CANADA 
RAYMOND JONES, BERKELEY CA 
WADE T. JORDAN, M.D„ CORSICANA TX 
MARY ELLEN KELLY, POCATELLO ID 
WALTER M. KELTING JR., SCOTTSDALE AZ 
DOROTHY KETTNER, FERGUS FALLS MN 
MICHAEL R. KRAINAS, EVERGREEN PARK IL 
MORT LANKASKY, SAN LORENZO CA 
SHELTON LANKFORD, HOLLIS NH 
RICHARD S. LEE, OAKLAND CA 
MARIANNE LINS, SAN DIEGO 
DANIEL LYNE, NANTUCKET MA 
JASPER L. MATHIS, ACTON MA 
NEIL M. MCBRIDE, SAN JOSE CA 
ZACHARY MILLER, SANTA BARBARA CA 
JOHN MURPHY, WOODLAND HILLS CA 
MARTHA OELMAN, CHICAGO 
LESLIE R. PEAKE, MILWAUKIE OR 
CLARE A. POE, FAIR OAKS CA 
JEFFREY RENS, LA JOLLA CA 
ELAINE ROSENBERG, RADNOR PA 
RUDY SCHOLLEE, TORRANCE CA 
DAVID S. SECREST, REDWOOD CITY CA 
KURTE. SEEL, ALBERTA, CANADA 
ROBERT C. SHEPARDSON, SANTA CRUZCA 
JOAN SHERMAN, CRANBURY NJ 
LARRY SILBER, NEW YORK CITY 
STEVEN SILVER, SOUTHFIELD Ml 
RONALD SN EIDER, RANCHO MIRAGE CA 
WILLIAM P. SORENSEN, GRAND TERRACE CA 
GLEN SPENCE, SAN FRANCISCO 
PRISCILLA TREACY, BOSTON 
BURTON E. VAUGHAN, RICHLAND WA 
DR. M. HILDEGARD WALTER, INNSBRUCK, AUSTRIA 
LARRY WELLS, KENNEWICK WA 
BRAD WEST, EL SOBRANTE CA 
J. LARRY YARBOROUGH, FRANKLIN TN 

Assolutamente indispensabile! 

GIANCARLO GENTILE, GREAT NECK NY 
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Incredibly valuable! 

HISASHI IZUMh SOMERVILLE MA 

Excellent! 

J. ALBRECHT, MINNETONKA MN 
DAVID K. ANDERSON, MONTROSE CA 
KATHERINE E, BELMER, GRANITE CITY IL 
SUGIMAN BINSAR, SAN FRANCISCO 
ANDREAS BURNIER, SAN FRANCISCO 
DAVID J. FISHMAN, NEW YORK CITY 
JAMES A. FLYNN, FOND DU LAC Wl 
VALMORE FOURNIER, SOMERSWORTH NH 
GARYL. GALEK, ROCK HILL SC 
J.F. HILL, GARDEN GROVE CA 
GEORGE GILDAY, AUKLAND, NEW ZEALAND 
SCOTT I. HENDRICKSON, SAN DIEGO 
BILL HUCKABEE, DELAWARE OH 
THOMAS W, JOHNSON, CHICO CA 
H. E. JONES, TUCSON AZ 
MICHAEL J. KAUFMAN, VALDESE NC 
HERB KLINE, MCLEAN VA 
ROBERT R. REH, ALTO LOMA CA 
KENT J. SHEETS, ANN ARBOR 
SUZANNE SLADE, SAN FRANCISCO 
DAVID STENZ, DATIL NM 
HANK SZERLAG, GROSSE POINTE WOODS Ml 
LEO W, TAYLOR, SAN ANTONIO 
PAUL 5 . TRUESDELL, GLENDALE AZ 
ROBERT VALE, LAS VEGAS 
DAVE VAUGHAN, MUNCHEN, W.GERMANY 
PATRICA A. WAITE, WESTCHESTER IL 
RICHARD E, WASSERMAN, SCARSDALE NY 
STEPHEN R. YOUNG, BELLINGHAM WA 

Outstanding! 

THOMAS E. HOEG, CANTON Ml 
JULES LAVNER, UPPER MONTCLAIR NJ 

Fabulous! 

FREDERIC SWAN, OCEANSIDE CA 

Superb! 

DR. IRENE M. SKULAS, TOLEDO OH 
ROBERTS. RICHMOND, ASHEVILLE NC 
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Wonderful! 

BILL ARNONE, SANTA ROSA CA 
FRED BENEDEVn, SAN DIEGO 
LINDA M. BUIVID, REVERE MA 
LISA ANNE NEIL, TROY NY 
GENE M. SCHAEFFER, PHOENIX 
PAM SALATICH, CINCINNATI 

Fantastic! 

JOHN DIAL, HOUSTON TX 
MARK]. GUERETTE, WALNUT CREEK CA 
MICHAEL LAMBERT, EULESS TX 
IRIS M, SCHMIDT, OROFINO ID 

Marvelous! 

J.H. CHANG, NEWTOWN SQUARE PA 
FRANCISCO PICART, PONCE PR 

Invaluable! 

HOWARD I. ARONSON, CHICAGO 
MARK HASKELL, OAK PARK Ml 

Terrific! 

LEE C. BALLANCE, BERKELEY 
JAMES D. BAZIN, SUDBURY MA 
CHRIS BOYCE, LOS ANGELES 
MARGE DELNY, MIDLAND TX 
DEE ANN ESPITIA, S. SAN GABRIEL CA 
IRIS ETZ, SAN ANTONIO 
KATHRINE LV. ROBINSON, SAN FRANCISCO 
DAVID N. SHERRELL, FOUNTAIN VALLEY CA 
JAMES R. SOLOMON, HAYWARD CA 

Almost as good as sex. 

ANTHONY TUSLER, ROHNERT PARK, CA 

As good as sex. 

MARK F. JOSEFF, NEWPORT BEACH CA 

Better than sex. 

RUTH LEVITSKY, QUINCY MA 

Perhaps it will replace sex (I said, "perhaps"). 

FRED G. GARDNER, PITTSFIELD MA 



Macintosh, ^ibCc products 

The Macintosh Bible, Third Edition. It's the best-selling Mac book ever, with 
379,000 copies in print (including five foreign translations). You've already 
got your own copy, but order some more for friends or colleagues. At iVzt a 
page for the best — and most clearly written — Mac information you can find, 
how can you go wrong? $28. 

The Macintosh Bible Software Disks, Third Edition. This companion to The 
Macintosh Bible is full of great public-domain software, shareware, templates, 
fonts and art. Painstakingly gleaned from literally thousands of programs, 
these disks offer you la crkme de la cr^me. Over 1 .5 megabytes of software 
on two 800K disks. $20. 

The Macintosh Bible "What Do I Do Now?" Book. This book covers just 
about every sort of basic problem a Mac user can encounter, from the wrong 
fonts appearing in a printout to the mouse not responding. Written in a clear, 
straightforward manner by veteran Mac author Charles Rubin, this is an 
essential guide for beginners and experienced users alike. $12. 

The Macintosh Bible T-Shirt. Our T-shirts are striking — bright magenta 
lettering on your choice of black or white. Here's a little picture of the front. 
On the back they say; Easy is hard fliu second commandment from TfUiMacintasli 
'BibU). These are high-quality, preshrunk, 1 00% cotton shirts; they're thick, 
well-made and run large. $9. 

The B/6/e/software combo. Save $10 when you buy The Macintosh Bible 
and the software disks together. This makes a great gift. $38. 

The two-book combo. Save $5 when you buy The Macintosh Bible and The 
Macintosh Bible "What Do I Do Now?" Book together. $35. 

The super combo. Save $1 2 when you buy The Macintosh Bible with the 
software disks and The "What Do I Do Now?" Book. $48. 

To order any of the.se products, just fill out the form on the next page, tear it out (it should 
come out cleanly and won't hurt the book) and send it with your payment to Goldstein & Blair, 
Box 7635, Berkeley CA 94707. (If the form is gone, don't despair; all the information you need 
to order is on this page.) You can also order by phone with Visa or MasterCard. Call us at 41 5/ 
524-4000 between 10 and 5, Pacific Time, Mon-Fri (or leave your phone number on our 
answering machine). All our products have a 30-day money-back guarantee. 

Shipping and handling to anywhere in the US costs $4, regardless of how much (or little) 
you order, and that includes tax (if any). Our basic non-US rates cover shipment by air to 
Canada and Mexico and by surface to everywhere else; they're $3 per copy for the software 
disks or the T-shirt (T-shirts are shipped free when ordered with other products), $5 per copy 
of the "What Do I Do Now?" Book, $7 per copy of The Macintosh Bible and $1 0 each for any 
of the combos. For shipment by air to countries other than the US, Mexico or Canada, consult 
the back side of the facing order form, or write or call. (Also call or write for shipping rates on 
orders of more than three items.) 




Order form for OdacintosH, ^ibCe products 

Please send me: 



copies of The Macintosh Bible, Third Edition 


@ 


$28 = 


$ 


copies of The Macintosh Bible Software Disks, Third Edition 


@ 


$20 = 


$ 


copies of The Macintosh Bible "What Do 1 Do Now?" Book 


@ 


$12 = 


$ 


copies of the S/6/e/software combination 


@ 


$38 = 


$ 


copies of the two-book combo 


@ 


$35 = 


$ 


copies of the super combo 


@ 


$48 = 


$ 


Macintosh 6/b/e T-shirts 


@ 


$ 9 = 


$ 


(in black: S M L XL; in white: S M L 


_XL) 





shipping, handling and tax (if any): $. 

I$4 total per order in the US; see facing page for other rates} 

TOTAL: $. 



□ I'm enclosing a check for the total shown above. (Customers outside the US: checks must be in 
US funds and payable through a US bank. You can also pay with an international postal money 
order, but it's easiest if you pay by credit card.) 

□ Please charge my charge card for the total amount shown above: 

VISA card # exp. date 

MasterCard # exp. date 

cardholder signature 



Ship this order to: (PLEASE PRINT CLEARL Y) 



name 



address (please give us a street address so we can ship via UPS) 



city/state/zip 



daytime phone number (with area code) 



Enclose this order form with your payment in an envelope and send it to: 
Goldstein & Blair, Box 7635, Berkeley CA 94707 
Thanks. 



TO ORDER MORE MAC BIBLE PRODUCTS, 
USE THE FORM ON THE OTHER 
SIDE OF THIS SHEET. 




^ International airmail shipping rates ^ 

These rates only apply to products shipped by airmail to countries other than the US, Canada & Mexico. 
For all other shipping rates, see the product information page facing the order form (two pages back). 

Colombia, Venezuela, Central America and the Caribbean: 

$1 1 per Macintosh Bible; $5 per T-shirl, software disks or"Whal Do I Do Now?" Book; $15 each for any of the combos 
South America (except Colombia & Venezuela), Europe (except the USSR), Morocco, Algeria, Libya, Egypt & Tunisia: 

$18 per Macintosh Bible; $6 per T-shirt or software disks; $8 per "What Do I Do Now?" Book; 

$20 per 8/6/c/software combo; $23 per two-book combo; $25 per super combo 
Everywhere else: 

$24 per Macintosh Bible, per T- shirt or software disks, $1 1 per "What Do I Do Now?" Book, 

$28 per 8/6/c/software combo, $31 per two-book combo, $35 per super combo 





Contains almost everything you've wanted to know 
about the Mac but didn't know who to ask. 

Apple Library Users Group Newsletter 

[A ] well-written. . . value-packed storehouse of informa- 
tion on the Mac and everything associated with it. 

Albie Walton, Multi-Images 

The equivalent of many user group meetings in one 
handy^ straightforward book....Although it's designed as a 
reference book, I found myself reading whole sections of 
tips at a time. Charles Rubin, San Jose Mercury News 

An indispensable tool for those who want to get the 
most from their Mac. 

Lawrence ). Magid, syndicated computer columnist 

The primary source of tips and tricks for Macintosh 
users. It's filled with little user shortcuts... the Mac manual 
never tells you about. 

Bob Schwabach, syndicated computer columnist 

I can recommend The Macintosh Bible. [It] has every- 
thing from the basics to the most advanced. 

Peter McWilliams, syndicated computer columnist 

Has almost everything I would want to tell a new user 
about the Mac, organized in a logical and easy-to-read 
format. I have recommended this book for years now. 

Larry Loeb, The Mac Exchange on BIX 



For readers' comments, see pages 1 106-1 1 15. 

For reviews, see the back cover and the front and back of the book. 



IF rOU'RF LOOKING FOR TH£ ORVFR FORM, 
TURN BACK TNRtt PAGFS. 



A great tool for all levels of Macintosh users. Humorous 
and well-illustrated. Karen L. Duda, Core Talk 

Biblical in proportion. Contains a wealth of information. 

John Barry, Computer Currents 

The Farmer's Almanac of Macintosh computing. One 
book that isn't going to gather dust on your bookshelf. 

This gem is jam-packed with thousands of tips, tricks 
and shortcuts. Just about any Mac user will get his or her 
money's worth. 

David Angel! & Brent Heslop, Computer Currents 

The Swiss Army knife of computer books. A dednitive 
work. Extremely readable and even fun. 

Written for Mac users on all levels. I recommend The 
Macintosh Bible to all. 

Howard Greenstein, The Mac Street Journal 

I quite frankly don't know bow I've worked with my 
Mac all these years without having The Macintosh Bible 
sitting right next to me. 

Each page is loaded with at least one or two gems of real 
help. This is one volume that no one — but no one — can 
take out of my home. Max Rogel, Palm Beach MacBytes 

No Mac user should be without this easy-to-use, com- 
prehensive survey. The Midwest Book Review 



For readers' comments, see pages 1 108-1 1 15. 

For reviews, see the back cover and the front and back of the book. 



HER£'S HOW TO GET YOUR 
FREE QUAR TERL Y UPVA TES, 

Most computer books are out-of-date a few months after they’re 
published. But not The Macintosh Bible. To keep the information in it 
current, we include FREE quarterly updates in the price. 

If you bought this book directly from Goldstein & Blair, you’re 
already registered, and you’ll get your updates automatically. If 
you bought the book somewhere else, or ordered it from us but 
have moved since then, just fill out the card below and send it in. 

Four times a year, you’ll receive an update filled with new tips, 
tricks, shortcuts and product reviews. 

To order more books, or any of our other products, use the order 
form four pages back, or call us at 415/524-4000 to charge your 
order to a MasterCard or Visa. 

I 

I ORDER CARD FOR FREE QUARTERLY 

j UPDA TES TO THE MACINTOSH, SIDLE 

* Please PRINT CLEARLY. Thanks. 



name 

address 

city/state/zip/country 



previous address (if you ordered tfie fiookjrom us But fiave moved since ifun) 

Please tell us wliatyou think of this book, or our other products (if you like-it’s not required): 



□ Cfieckiftere if you *d ratfter not receive information from otfier Mac-refated companies, 

^memBer — you only need to return this card if you Bouyht the Boofisomtwhere other than from Qotdstein & ^(air, 
or if uour address has chanaed since you ordered the Bookfrom us. 



H£R£'S HOW TO G£T YOUR 
FR££ QUART£RLY UPDAT£S, 

Most computer books are out-of-date a few months after they're 
published. But not Tlie Macintosh Bible. To keep the information in it 
current, we include FREE quarterly updates in the price. 

If you bought tliis book directly from Goldstein & Blair, you’re 
already registered, and you’ll get your updates automatically. If 
you bought the book somewhere else, or ordered it from us but 
have moved since then, just fill out the other side of the card 
below and send it in. 

Four times a year, you’ll receive an update filled with new tips, 
tricks, shortcuts and product reviews. 

To order more books, or any of our other products, use the 
order form five pages back, or call us at 415/524-4000 to charge 
your order to a MasterCard or Visa. 



PLACE 

STAMP 

HERE 



QoCdstein & ^Cair 
^o?c 7635 

^erl<:^Ceiij Catifornia 94707 



The best source of real help that I have ever read. A 
great book for any Mac user. I just finished reading it 
straight through. Craig Savage, Macintosh Construction Forum 

An enchanting encyclopedia. Fiercely consumeristic, 
good-hearted^ unabashedly helpful^ lavishly illustrated. 

Art Kleiner, San Francisco Bay Guardian 

One fantastic book. If you buy one Mac book this year, 
this should be it. Max Vizsia, The MACazine 

Written to be read. Well-organized. Great tables and 
charts. A useful, fun book. BMUG Newsletter 

All the neat shortcuts and sanity-retaining tips that. ..no 
one ever tells you about. This is the book I'm handing out 
to Mac newcomers. Kevin Kelly, Whole Earth Review 

At least once a week I pick the book off the shelf to 
answer a question. I can't open it without learning some- 
thing new. Run, don't walk, to purchase. ..The Macintosh 
Bible. Barrie Sosinsky, The Active Window (BCS newsletter) 

A very thorough reference book that reads well cover to 
cover. A fantastic guide. Any Macintosh user will love it. 

William A. McIntyre, Academic Library Book Review 

Probably the best investment a new Mac user can make. 
Buy this book! Mac International 



For readers' comments, see pages 1 108-1 1 15. 

For reviews, see the back cover and the front and back of the book. 



The best-selling Mac 
book in the world 



379,000 copies in print 




$28 

(less than 3c a pa 

‘ r* 



Hundredsof pages of new matericil in tliis edition. ,\% 



If you own a Mac, you should own this book. / 

Bruce Webster, BYTE 

Like having a Macintosh expert at your side 

whenever you need one It's hard to find 

page that doesn't have a useful tip. We often 
find ourselves . . . browsing through page 
after page for the sheer fun of it. ^ 

Peter H. Lewis, Nav York Times * 

Far and away the best collection of Mac tips 
around. 

Computer Literacy catalog 

It's great! 

William B. Coldrick, Senior VP, Apple Computer Ny 

Used by Apple's own customer support staff. 

Placed first on MacUser's list of the best Mac 
books. 

For 48 more rave reviews, see the first 
tliree and last tliree pages of the book. 



V ' • 




Still not convinced? 

Tlien take advantage of our 
30-day money-back guarantee 
and see for yourself. 




'Warehouse - BK 1^07818“ 

(uG) _s_ (2U 



Goldstein & Blair 



ISBN □-'mD23S-ll-D 



